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STATEMENT OF REPORT REVIEW AND APPROVAL 


The Mt. San Jacinto College Substantive Change has been reviewed for accuracy and validated 
by the District's governance leadership. It was approved by the Mt. San Jacinto Community 
College District Board of Trustees on March 10, 2011. 

Roger W. Schultz 
Superintendent/President 

Gene Kadow 
President, Board of Trustees 
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A. OVERVIEW OF SUBSTANTIVE CHANGE 

The purpose of this substantive change proposal is to request approval for Mt. San Jacinto 

College (MSJC) to offer twenty (20) new certificate programs within six existing career and 

technical education programs: 

1. Engineering 

a. Solar Photovoltaic 

b. Solar Thermal Technology 

c. Small Wind Energy Technology 

d. Green Collar Manufacturing 

e. Manufacturing Quality Assurance 

2. Automotive 

a. Honda Fast Track 

3. Business Administration 

a. Project Management Concentration 

b. Virtual Office Professional Concentration 

c. Professional Development Concentration 

d. Events Operation Management 

e. Sustainable Energy management for Business 

f. Records Management Concentration 

4. Computer Information Systems 

a. Computer Forensics 

b. Database Administration 

c. OpenOffice Specialist 

d. Service Desk-Hardware Support/Software Support 

5. English As A Second Language (ESL) 

a. ESL Certificate Level 1 

b. ESL Certificate Level 2 

6. Viticu lture, Enology, and Winery Technology Program (VEW) 

a. VEW with Science Emphasis 

b. VEW with Business Emphasis 
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Description of Proposed Changes 

Engineering Certificates 

Mt. San Jacinto College developed curriculum for four new courses, to be incorporated into the 

Engineering (ENGR) course offerings. The curriculum for these four courses have been 

submitted and reviewed by the Mt. San Jacinto College Curriculum Committee. These 

additional courses enhance the curriculum for the Engineering Department and enhance career 

and job opportunities for Mt. San Jacinto College students. 

Programs in Renewable Energy Technology prepare individuals to design, build, install, repair, 

service, and maintain the equipment that produces, distributes or uses renewable energy 

sources, such as solar, wind, wave, fuel cell, hydrogen, biomass and geothermal energy. 

Because students earning this Employment Concentration Certificate will take courses in ENGR 

114 Machine Tool Technology, ENGR 107 Tota l Quality Management, and ENGR 116 Energy 

Efficiency, a wide variety of career options will be available to them. These "Green Collar" jobs 

are considered an emerging technology and little documented information regarding future 

career opportunities is available, although most employment and career professionals are 

excited about future career prospects in this area. 

Industry estimates indicate continued growth in solar and wind energy jobs worldwide. Most of 

the new jobs will come in marketing and installation of renewable energy systems, which 

means they will be located close to end market users, thereby being highly beneficial to local 

economies. 

Programs of Study: 

Solar Photovoltaic 

Course 

SEMA-100 

ENGR-107 

ENGR-114 

ENGR-116 

ENGR-117 

Title 

Our Sustainable Future 

Total Quality Management 

Machine Tool Technology 

Energy Efficiency & Construction Methods 

Solar Photovoltaic Installation 

Units 

3 

3 

3 

3 

3 

Solar Thermal Technology 

Course Title Units 

SEMA-100 Our Sustainable Future 3 

ENGR-107 Total Quality Management 3 
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ENGR-114 Machine Tool Technology 3 

ENGR-116 Energy Efficiency & Construction Methods 3 

ENGR-118 Solar Thermal Installation 3 

Small Wind Energy Technology 

Course Title Units 

SEMA-100 Our Sustainable Future 3 

ENGR-107 Total Quality Management 3 

ENGR-114 Machine Tool Technology 3 

ENGR-116 Energy Efficiency & Construction Methods 3 

ENGR-119 Small Wind Energy Technology 3 

Green Collar Manufacturing 

Course Title Units 

SEMA-100 Our Sustainable Future 3 

ENGR-106 High-Performance Manufacturing 3 

ENGR-107 Total Quality Management 3 

ENGR-114 Machine Tool Technology 3 

ENGR-116 Energy Efficiency & Construction Methods 3 

Manufacturing Quality Assurance 

Course 

SEMA-100 

ENGR-106 

ENGR-107 

ENGR-114 

ENGR-116 

Title 

Our Sustainable Future 

High-Performance Manufacturing 

Total Quality Management 

Machine Tool Technology 

Energy Efficiency & Construction Methods 

Units 

3 

3 

3 

3 

3 

Automotive 

Mt. San Jacinto College developed curriculum for two new courses, to be incorporated into the 

automotive course offerings. The curriculum for these two courses has been submitted to and 

reviewed by the Mt. San Jacinto College Curriculum Committee. These additional courses 

enhance the curriculum for the Automotive Department and enhance career and job 

opportunities for Mt. San Jacinto College students. 

These courses are specifically designed to meet American Honda PACT program requirements 

for Express Service Technicians. Students wishing to become a Honda Dealership Express 
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Service technician must successfully complete this course. Express Service provides the student 

with the Basic Care knowledge that would gain him/her entry level job placement at Honda 

Acura dealerships. 

The new cur.riculum was developed for maintenance specific to Honda/Acura vehicles. This was 

done in conjunction with American Honda Corporate office. The Department Chair and 

representatives convened multiple times to develop the curriculum. Information exchange and 

refining of the final product took about two years. 

Program of Study: 

Course 

AUME-101 

AUME-109 

Title 

Maintenance Light Repair I 

Basic Maintenance Light Repair II 

Units 

2 

4 

Business Administration 

Mt. San Jacinto College developed curriculum for six new employment concentrations 

certificates to be incorporated into the Business Administration (BADM) course offerings. The 

curriculum for these courses have been submitted and reviewed by the Mt. San Jacinto College 

Curricu lum Committee. These additional courses enhance the curriculum for the Business 

Administration and enhance career and job opportunities for Mt. San Jacinto College students. 

The programs developed are in response to the changing environment in the business field. The 

emerging green technologies are providing businesses with managing sustainable options. The 

proposed program changes will provide individuals with the skill set, knowledge and 

opportunities to be competitive in an emerging employment pool. 

Programs of Study: 

Project Management Concentration (9 units) 

Course 

MGT 103 

MGT 133 

CAPP 135 

Title 

Introduction to Management 

Productivity Management 

Using Microsoft Project 

Units 

3 

3 

3 

Virtual Office Professional Concentration (14 units) 

Course 

OTEC 160 

OTEC 163 

Title 

Creating and Managing the Virtual Office 

Operating & Marketing the Virtual Office 

Units 

3 

3 
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BADM 104/ENGL Business Communications 3 

104 

BADM 098A Developing Effective Time Management 0.5 

Techniques 

BADM 098B Reducing Stress and Improving 0.5 

Performance 

BADM 098F Developing customer Relations and 0.5 

Rapport 

BADM 098G Business Ethics 0.5 

CAPP 120 Using Microsoft Office-Level 1 3 

Professional Development Concentration (9 units) 

Course Title Units 

BADM 104/ENGL 

104 

Business Communications (required) 3 

required 3 units from: 

BADM 098A Developing Effective Time management 

Techniques 

3 

BADM 098B Reducing Stress and Improving 

Performance 

3 

BADM 098C Developing Leadership in organizations 3 

BADM 098D Dynamics of Successful Teamwork 3 

BADM 098E Raising Performance levels Through 

Motivation 

3 

BADM 098F Developing Customer Relations and 

Rapport 

3 

BADM 098G Business Ethics 3 

required 3 units from : 

CAPP120 Using Microsoft Office - Level 1 3 

CAPP 121 Using Microsoft Word  Level 1 3 

CAPP 122 Using Microsoft Excel 3 

CAPP 123 Using Microsoft Access 3 

CAPP124 Using Microsoft PowerPoint 3 

CAPP 125C Excel for Business and Accounting 3 

CAPP 126E Using lnDesign Cs2- Level 1 3 

CAPP 126G Using Adobe lnDesign 3 

CAPP 135 Using Microsoft Project 3 
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Events Operation Management 

Course 

BADM 120 

BADM 122 

BADM 123 

BADM 124 

Title 

Sales and marketing in Hospitality 

Resort Food & Beverage Operations 

Menu Planning in resort Operations 

Introduction to Lodging Operations 

Units 

3 

3 

3 

1 

Sustainable Energy Managementfor Business (15 units) 

Course Title Units 

BADM 103 Introduction to Business 3 

BADM 201 Legal environment of Business 3 

SEMA 100 Our Sustainable Future 3 

SEMA 101 Fundamentals of Energy Assessment in 

Business 

3 

SEMA 110 Managing Sustainable Business Practices 3 

Records Management Concentration (10 units) 

Course 

BADM 104/ENGL 

104 

CAPP 123 

OTEC 150 

OTEC 153 

Title 

Business Communications 

Using Microsoft Access-Level 1 

Records and Information Management 

Electronic Records Management 

Units 

3 

3 

2 

2 

Computer Information Systems 

Computer Information Systems are the tools that facilitate the effective and efficient 

transformation of data into information. 

Careers in today's information systems require knowledge and hands-on experience in 

microcomputer applications, programming, operating systems, and networking. The non

transfer program in Computer Information Systems offers students an opportunity to earn a CIS 

Associate degree, State Approved Certificate, or locally approved Employment Concentration. 

The program also offers general CIS electives for students in programs college-wide. For 

individuals currently working within these fields, there may be potential for salary and/or 

career advancement. 
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These programs offer students a well-equipped technical environment for instruction and lab. 

CIS courses are taught in computer equipped classrooms, allowing hands-on experience in the 

use of industry-standard hardware, application software, operating systems, networking, and 

programming tools. 

Program of Study: 

Computer Forensics 

Course Title Units 

AJ-103 Criminal Evidence 3 

AJ-105 Public Safety Report Writing 3 

AJ-108 Criminal Investigation 3 

CSIS-181 Computer Hardware - Level 1 4 

CSIS-182 Computer Forensics 3 

Database Administration 

Course Title Units 

CSIS-214 Principles of Database Management 3 

Systems 

ORA-241B Oracle 9.2i Database Administration - Level 3 

1 

ORA-251B Oracle 9.2i Database Administration - Level 3 

2 

ORA-2616 Oracle 9.2i Database Administration - Level 3 

3 

ORA-271B Oracle 9.2i Database Administration - Level 3 

4 

OpenOffice Specialist 

Course Title Units 

CAPP-120M Using OpenOffice - Level 1 3 

CAPP-140M Using OpenOffice - Level 2 3 

Service Desk - HelpDesk Program 

Course Title Units 

OTEC-178 Office Procedures and Systems 3 

BADM - 104 Business Communications and Technica l 

Writing 

3 
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Service Desk - Hardware Support program 

Course Title Units 

CSIS-171 Service Desk Concepts 3 

CSIS-171L Service Desk Lab 3 

Required: 

CSIS-154 Using and Configuring Windows Operating 

Systems 

3 

CSIS-181 Computer Hardware  Level 1 3 

CSIS-191 Network Hardware - Level 1 3 

Service Desk - Software Support program 

Course Title Units 

CSIS-171 Service Desk Concepts 3 

CSIS-171L Service Desk Lab 3 

Required: 12 units from the following list 

CAPP-120 Using Microsoft Office - Level 1 3 

CAPP-120M Using OpenOffice - Level 1 3 

CAPP-122 Using Microsoft Excel 3 

CAPP-123 Using Microsoft Access - Level 1 3 

CAPP-124 Using Microsoft PowerPoint 3 

CAPP-126G Using Adobe lnDesign 3 

CAPP-135 Using Microsoft Project 3 

CAPP-140 Using Microsoft Office - Level 2 3 

CAPP-140M Using OpenOffice - Level 2 3 

CAPP-141 Using Microsoft Word  Level 2 3 

CAPP-143 Using Microsoft Access - Level 2 3 

CAPP-160 Using Microsoft Office - Level 3 3 

CSIS-150 Using Microsoft Windows 3 

English as a Second Language 

The English as a Second Language (ESL) Program at Mt. San Jacinto College has recently 

undergone significant departures from the previous program, which qualifies as a new 

educational program. The new program more fully meets the specific goals of the Mt. San 

Jacinto College mission statement (adopted on September, 2009) by providing basic skills 

development and a more effective path way for transfers, associate degrees, and certificates. 

The new credit, non-transfer English as a Second Language program consists of academically 

focused courses for students who speak a language other than English at home or whose first 
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language is not English. English and critical thinking skills are taught to prepare students to 

successfully take transfer level English and many other 100 level courses. Writing, reading, 

speaking, and listening are core components of this credit program. Students' educational, 

vocational, and personal goals are supported and encouraged. Dedicated ESL tutors are 

available in the learning resource centers. The writing sequence (ESL-050, ESL-051, ESL-62W 

and ESL-98W) gives a direct pathway to transfer level English and equips students with vital 

writing skills for further college and professional success. Two ESL certificates provide students 

with clear pathways to complete the ESL program. The ESL Certificate Level 1is12 units, 

consisting of ESL-050, ESL-051, and ESL-063R. The ESL Certificate Level 2 is 11 units; students 

complete ESL-056, ESL-064R, and ESL-098W. The Combined English Skills Assessment Test 

{CELSA) is used for placement into the credit ESL program; students meeting the minimum 

score for the ESL credit program are eligible to take ESL-050, ESL-063R, ESL-055, and ESL-056. 

Viticulture, Enology, and Winery Technology Program 

Mt. San Jacinto College developed curriculum for four new courses, to be offered as an 

Employment Concentration Certificate in Viticulture, Enology and Winery Technology (VEW). 

The four new courses will be incorporated with existing courses and will offer two tracks each 

with a specific emphasis: (a) Science and (b) Business. The curriculum for these four courses has 

been submitted to and reviewed by the Mt. San Jacinto College Curriculum Committee. These 

additional courses will provide for new career and employment opportunities in the field of 

viticulture, enology and winery technology. 

These courses are specifically designed to meet the growing demand market in our surrounding 

service area. The new curriculum was developed in consultation from an advisory board 

consisting of both education and industry. Members from the Wine Society, local wine growers, 

potential business partners, and representatives from the Visitor Bureau provided feedback in 

the development of the VEW program. Several presentations were presented to the community 

at large and the feedback solicited was incorporated into the planning and implementation of 

the program. 

Program of Study: 

VEW with Science Emphasis 

Course 

VEW 100 

VEW 102 

VEW 108 

Title 

core requirements (12 units) 

Introduction to Viticulture 

Introduction to Enology 

Introduction to Winery Business Principles 

Units 

3 

3 

3 
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VEW 149 Occupational Internship 

elective requirements {6 units) from the following: 

CHEM 100 Introduction to chemistry 

BIOL 144 Plant Biology 

HORT 104 Soil Science and Management 

HORT 110 Laws, Regulations and Integrated Pest 

Management Approach 

WATR 130 Environmental laws and Regulations 

3 

4 

4 

3 

3 

3 

VEW with Business Emphasis 

Course Title Units 

core requirements (12 units) 

VEW 100 Introduction to Viticulture 3 

VEW 106 Hospitality in the Winemaking Industry 3 

VEW 108 Introduction to Winery Business Principles 3 

VEW 149 Occupational Internship 3 

elective requirements {6 units) from the following: 

BADM 120 Sales and Marketing in Hospitality 3 

BADM 121 Sanitation and Safety in Resort 

Management 

3 

BADM 122 Resort Food and Beverage Operations 3 

ACCT076 Bookkeeping Part 1-Accounting Theory 3 

BADM 103 Introduction to Business 3 

Relationship to the Institutional Mission 

Mt. San Jacinto College is a comprehensive community college, serving a diverse student 

population, with a wide range of educational opportunities and support services, including 

career advancement. Mt. San Jacinto College contributes to the intellectual, cultural and 

economic vitality of the community. The College is a resource for the economic evolution of 

the community and a portal to the global marketplace. 

Mt. San Jacinto College's mission includes technical and career preparation for students, as well 

as Economic and Workforce Development. Economic and Workforce development is one of the 

strategic directions for the District as evidenced in the College's Educational Master Plan. 
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The current mission statement of Mt. San Jacinto College is consistent with the establishment 

of certificates focused on career and technical education. The College mission statement, as 

printed in the 2010-2011 College Catalog is as follows: 

Mt. San Jacinto College, a California Community College, offers accessible, innovative, 

comprehensive and quality educational programs and services to diverse, dynamic and growing 

communities both within and beyond traditional geographical boundaries. We support life-long 

learning and student success by utilizing proven educational methodologies as determined by 

collaborative institutional planning and assessment. To meet economic and workforce 

development needs, MSJC provides students with basic skills, general and career education that 

lead to transfer, associate degrees and certificates. Our commitment to student learning 

empowers students with the skills and knowledge needed to effect positive change and enhance 

the world in which we live. 

The certificate programs identified above for this substantive change proposal provides training 

that is responsive to the educational needs of students and employers in the District's services 

area located in Southwestern Riverside County and surrounding areas. These certificate 

programs support the mission of the College by offering a high-quality program, based on local 

and regional need, which will train students in appropriate technologies and skill sets. 

Rationale for Request 

Engineering 

The "clean energy" field is a large and fast growing segment ofthe U.S. economy and southern 

California is one of the main centers of research, development and production. Mt. San Jacinto 

College must meet the needs of its student population by providing programs in this emerging 

field to expand employment and educational opportunities. 

Automotive 

Vehicle maintenance has become the key to longevity of the modern vehicle and the industry 

has recognized the need for technicians specialized in manufacturer specific training, for service 

and maintenance. The courses within this employment concentration will provide a pathway 

through dealership training, apprenticeship and a job placement, which is consistence with our 

mission. Student completing the class and internship will have the possibility of gaining 

employment at Honda/Acura Dealerships. (Diamond Valley Honda, Valley Hi Honda, Temecula 

Honda, Temecula Acura/ Rock Honda, Riverside (Norco) Honda). 
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Business Administration 

In response to and support of our community partners, the Business department has developed 

several new programs. These programs contain technology and soft skills that align with new 

industries and services that have moved into our community. The department packaged the 

courses together in a certificate so students would take complementary courses, thus providing 

a document to present to potential employers. These changes have been implemented in the 

2010-11 and 2011-12 academic years and will be annually assessed by tracking student 

completion data and through continued discussions with our community business partners. The 

department intends these programs to help students become more marketable for local 

employment opportunities. 

Computer Information Systems 

The Computer Forensics program was originally prompted by discussions that came about in 

our Career Advisory meetings, (these are the annual meetings we hold with our industry, 

business, and community partners). Knowledge of Computer Forensics, and some experience 

with those technical skills was lacking in the Administration of Justice program and the AJ 

faculty met with the CIS faculty to develop a shared program of study. The Computer Forensics 

program covers both the 'legal side' of the house, as well as the computing technologies 

required by those users. 

English as a Second Language 

The previous program consisted of five stand alone writing-focused courses that did not 

correspond to the English sequence; therefore, students who completed these five courses 

were then required to t ake the English placement test to begin that sequence towards transfer 

level English. The previous program also lacked a clear focus on significantly developing the 

necessary reading skills for success in 100 level courses. The new ESL program has a number of 

distinctive features, including a four course direct pathway to transfer level English, two courses 

that are parallel with the English program sequence, two employment concentration 

certificates, two academically focused reading courses, an independent department, and an ESL 

district department chair. Although each of the four courses composing the ESL writing 

sequence are more challenging and comprehensive, the number of exit points has been 

drastically reduced for the ESL population at Mt. San Jacinto College. To meet the challenges of 

a more intensive and academically focused program, Mt. San Jacinto College has strengthened 

the available support services for this population of students. The Mt. San Jacinto College Board 

of Trustees officially approved all of the curriculum changes in the spring of 2009. 

The analysis for the need for these substantive changes in ESL was carried out in a variety of 

ways. One significant source of insight was the success of other programs that have 
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incorporated a direct pathway to transfer level English. Our low AARC scores for the ESL 

program strongly pointed to the need for a different approach. Another reason for the 

implementation of these substantive changes was current research regarding the role of 

decreasing the necessary classes that basic skills student need to take to attain a specific goal. 

This relates to the above mentioned decreasing of the potential exit points along an 

educational pathway. The previous ESL program had a potential of five ESL writing classes (15 

units) followed by a potential three writing English department courses (12 units) to reach 

English 101. The current writing pathway has a maximum of four classes (16 units) to reach 

English 101. There was also anecdotal information to support these changes, including personal 

interviews with students. Students taking classes under the previous program seemed 

overwhelmed by the numerous courses, the need to take the English placement test after 

completing the ESL courses, and the lack of focus for the ESL writing sequence. Students are 

now encouraged and motivated by the fact that two of the four courses are parallel and 

equivalent to the English pathway. 

Viticulture, Enology, and Winery Technology Program 

The courses within this employment concentration will provide a pathway to empower 

students with an interest in the wine making industry with the knowledge, skills and expertise 

to pursue and obtain entry-level positions in the field; as well as transfer to a four-year 

institution. This career pathway has become vital for the growth in the Temecula Valley wine 

and hospitality industry. 

B. NEW EDUCATIONAL PROGRAM 

This request is for a new educational program (Viticulture, Enology, and Winery Technology 

Program), and for the enhancement of existing programs. 

C. PLANNING PROCESS LEADING TO REQUEST FOR CHANGE 

Needs and Resource Assessment 

Mt. San Jacinto College's strategic planning process occurs through an annual cycle of 

evaluating data, setting goals, identifying objectives and resource needs, implementing the 

plan, and evaluating the results. This cycle begins early in the fall semester each year and is 

completed by the end of the spring semester. Each academic program (including but not 

limited to the programs for which the proposal is being submitted for) revises their program 

review each academic year, which is then processed and prioritized at the unit level, division 
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level, and Vice President of Instruction level. Final prioritized resource requests are forwarded 

to the appropriate governance group for developing college-wide resource recommendations. 

The unit plan and program review utilizes economic and job market analysis for the academic 

departments. Job growth was projected for each program. 

Various advisory committees composed of local professionals and industry members from each 

specific program area provided critical input and guidance during the creation of the certificates 

identified for this substantive change proposal, including information about local resources for 

equipment, data, student recruitment and potential future jobs in the local market for students 

successfully completing the certificates. In addition, during these meetings, faculty and industry 

representatives discussed ways to improve the linkage between classroom and industry. This 

substantive change request is a result of those meetings and the suggestions and ideas 

generated. 

Anticipated Effect of the Proposed Change on the Rest of the Institution 

Since all programs of study are already approved by the California Community College 

Chancellor's Office and are currently offered successfully across the District at all four campus 

sites, this substantive change will have no adverse impact on the institution. The additional 

programs outlined in this proposal will complement and expand the educational and career 

opportunities for students enrolled in the career and technical certificate /degree programs. 

Mt. San Jacinto College anticipates that the changes requested in this proposa l to be a positive 

one for the College constituents by making more certificate options available. It is expected 

that the student enrollment in each of the programs will increase; possibly necessitating hiring 

additional adjunct and/or full-time faculty, as funding becomes available. There is a joint hiring 

process in place at Mt. San Jacinto College for determining the need for full time faculty in 

educational programs. 

Benefits Resulting from Change 

As noted in the rationale for this substantive change proposal, offering additional certificate 

options affords students with multiple opportunities to achieve their educational, personal and 

professional goals. The development of the ESL certificates was clearly designed to meet 

student need as referenced previously by a more direct and clearer pathway to transfer, 

degrees, and certificates. Reading courses have also been implemented to meet the reading 

skills necessary for students to succeed in 100 level courses. The new certificates will also 

increase student motivation and focus. 
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Other benefits derived from the substantive change request include the following: 

Increase in student enrollment in each of the certificate programs 

Expanded and enhanced curriculum offered to Mt. San Jacinto College students 

Enhanced job and career opportunities for Mt. San Jacinto College students due to 

program endorsements by industry and business leaders 

Improvement of student success (ARCC scores and key institutional performance 

indicators) 

Preparation for Change 

Sought and obtained approval of all courses through established curriculum committee 

processes 

Incorporated information into Mt. San Jacinto College publications, catalog and website 

Scheduled and staffed new courses to be offered at the Mt. San Jacinto College 

campus/sites 

Worked with Mt. San Jacinto College Admissions and Enrollment staff to support 

enrollment and registration 

Worked with Mt. San Jacinto College counseling staff to support students 

Announced courses to Mt. San Jacinto College students and the community at large 

Dean schedules evaluations of instructors in the program 

Worked with Industry-specific Advisory Committees 

D. INSTITUTIONAL RESOURCES AND PROCESS FOR CHANGE 

Faculty, Management, and Support Staffing 

For each of the program areas, adjunct faculty will be recruited to teach the classes. Any 

additional adjunct faculty needed will be accomplished by using existing Mt. San Jacinto College 

human resources processes and procedures for recruitment and selection of adjunct faculty. 

Mt. San Jacinto College has the sole authority to schedule the faculty to teach and to evaluate 

the faculty performance. The existing staffing processes and procedures for full time and 

adjunct faculty currently in place at Mt. San Jacinto College will be adequate to ensure 

appropriate continuity throughout the program. 

The existing management and support staff (Dean of Instruction, Career Technical Education, 

Administrative Assistant, and Department Coordinator) will be adequate to provide the needed 

support for each of the programs outlined in this substantive change proposal. 

For the Automotive programs, current Mt. San Jacinto College instructors who have had Honda 

training will be recruited to t each classes. Only applicants who have completed the Honda 
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training modules will be allowed to teach the class base on Honda requirements. Mt. San 

Jacinto College provides funding for faculty to maintain their certification by American Honda 

Motor Cooperation. 

For the English as a Second Language programs, there is evidence of sufficient fiscal and 

physical resources to support this new program. The existing space from the previous program 

is adequate for the new program. There was also sufficient fiscal support in existence for this 

new program. Additionally, along with the creation of an independent ESL department and the 

creation of an ESL district department chair, twenty percent reassigned time has been 

budgeted for the department chair to support this new program. 

A matrix outlining the student access to student support services and learning resources 

appropriate to the specific programs offered online, off-site, and on-site is available as an 

exhibit in the appendix of this substantive change report. 

Equipment and Facilities, Including Adequate Control Over any Off-Site Campus 

Faculty, Management, and Support Staffing 

For each of the programs outlined in this substantive change proposal request appropriate 

equipment is purchased from department dollars and grant dollars. The facility is maintained 

according to industry standards. Routine checks are done to ensure that the equipment is safe 

for students. The classroom and laboratory facilities are sufficient for the existing programs. 

Current facility provides adequate space. Tools and equipment purchases are done on a timely 

basis for supplementing outdated tools and equipment 

In the Automotive program, Honda provided the lifts and tool box for instructional purposes. 

The Business Administration programs are housed in a state-of-the-art building. The Business & 

Technology Center is a two-story faci lity which opened in spring 2008. The equipment and 

functionality of all the classrooms are equipped as state-of-the-art instructional technology that 

classifies them as "smart classrooms". 

The VEW is one of the signature programs held at our Temecula Education Complex off-site 

facility. The local wineries provide the facility space for student occupational internships. The 

facility is maintained according to industry standards and routine checks are done to ensure 

that the equipment is safe for all students. Current facility provides adequate space. 
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Fiscal Resources - Initial and Long Term and Sources of Funding 

Mt. San Jacinto College wi ll provide compensation for associate faculty to teach in the each of 

the programs identified in this substantive change request proposal. The College will pay for 

professional development activities to maintain appropriate standards for teaching in the 

programs. Resources will be obtained from specific grant dollars as well as from existing funds 

from the general fund will be used to enhance the department budget so that the program 

needs can be met. 

Financial Sustainability 

Mt. San Jacinto College will provide compensation for associate faculty to teach in the various 

programs outlined in the substantive change proposal. Professional development activities will 

be financially supported by Mt. San Jacinto College in order to maintain the appropriate 

standard for teaching in the programs. Resources will also be obtained from specific grant 

funding such as Perkins to support these programs. Existing funds from the Dean's 

administrative budget will be used to enhance the department budget so that program needs 

can be met. 

Mt. San Jacinto College has developed a process in which each department through program 

review identifies specific needs to be submitted to the Institutional Planning Committee/Budget 

Development Committee for prioritization and funding for departments. Financial resources for 

the programs support the mission and provide financial stability. As the program (online, offsite 

and new programs) grows, more fiscal resources will be allocated as needed through the 

College's program review and allocation of resources integrated planning process to ensure 

maintenance of quality. 

Plan for Monitoring Outcomes 

All Mt. San Jacinto College instructional programs complete the same program review process. 

Annually, all programs submit a program review update to their required three-year Program 

Review that informs decision-making in the areas of curriculum, budget and staffing. 

Departments report in the areas of enrollment, certificate and degrees awarded, FTES and 

curricu lum. There are no monitoring (or any other) distinctions made between whether 

students earn course requirements toward degrees or certificates at the main campus, Menifee 

Valley Center, Temecula Education Complex, or on line. 

Adjunct faculty teaching will be evaluated and reviewed by Dean of Career and Technical 

Education using the established evaluation forms. 
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The courses offered are reviewed and approved by the curriculum committee to ensure 

appropriate content, length and levels of quality, and rigor. Student learning outcomes and 

methods of evaluation are determined for courses, and assessment for those courses. Program 

review also ensures that levels of quality and student achievement are reached. For the 

Automotive Honda program, at the end of the program, students will be tested by Honda to 

determine if they are to be certified as a Honda Technician. 

The assessment of the satisfaction of student need will be primarily evaluated by the 

implementation and assessment of department learning outcomes (DLOs) and student learning 

outcomes (SLOs). The SLOs for these programs are currently moving through the process 

established by Mt. San Jacinto College and are receiving the highest priority by the programs. 

The meeting of students needs will also be assessed by the number of certificates earned and 

AARC data collected. As our program seeks to maximally benefit students, student satisfaction 

will also be assessed informally via interaction with students. The programs will be reviewed in 

a manner consistent with other programs at Mt. San Jacinto College under the supervision of 

the instructional deans, which strongly emphasizes the development and assessment of DLO's 

and SLO's. 

E. EVIDENCE OF INTERNAL AND EXTERNAL APPROVALS 

Administrative 

The Mt. San Jacinto College Curriculum Committee is co-chaired by a faculty member who 

receives 100% release time to serve in this capacity. Voting members approve all new or 

modified courses, new or modified programs of study and student learning outcomes for all 

courses. The Mt. San Jacinto College Board of Trustees approves curriculum monthly following 

action by the committee and prior to sending the curriculum to the California Community 

College Chancellor's Office (CCCCO) for review and approval. 

External Regulatory and Legal Requirements 

The California Community College Chancellor's Office approves all new and/or modified 

programs of study in accordance with California Code of Regulations Title 5. The current Mt. 

San Jacinto College inventory of approved programs is included as an exhibit of this substantive 

change proposal addendum. 
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Mt. San Jacinto College Governing Board Approvals 

Mt. San Jacinto College governing board policy requires all programs of study be approved by 

that body. All programs included in the CCCCO Inventory of Programs were approved prior to 

submittal for state approval. 

This substantive change proposa l will be presented to the Mt. San Jacinto College Board of 

Trustees as an information item at its February 2011 meeting and again at the March 2011 

meeting for formal action and approval. Governing Board approval of this substantive change 

request is included in the addendum of this substantive change proposal. 

F. EVIDENCE OF MAINTENANCE OF ELIGIBILITY REQUIREMENTS 

The accrediting Commission and the Western Association of Schools and Colleges (WASC} have 

prescribed 21 eligibility requirements for community and junior colleges. A summary of the 

eligibility requirements and the impact of this substantive change proposal (if any) on the 

eligibility requirement follows. Documentation is either included in this substantive change 

proposal or referenced for each requirement. 

Authority 

In order to be eligible, an institution must be authorized or licensed to operate as an educational 

institution and to award degrees by an appropriate governmental organization or agency as 

required by each of the jurisdiction or regions in which it operates. 

For public community colleges in California, the ACGC requires official recognition by the 

California Postsecondary Education Commission and the California Community Colleges Board 

of Governors. Public Colleges in the Western Pacific are authorized through a charter provided 

as a part of a regional treaty. Public colleges in Hawaii are authorized through State legislation. 

The following statement may be found in the Mt. San Jacinto 2010-11 Catalog. "Mt. San Jacinto 

College is accredited by the Accrediting Commission for Community and Junior Colleges of the 

Western Association of Schools and Colleges. (10 commercial blvd., Suite# 204, Novato, Ca. 

94949, (415) 506-0234 [fax (415) 506-0238). Email: accjcl@pacbell.net.www.accjsc.org), a 

regional accrediting body recognized by the Council for Higher Education Association and the 

U.S. Department of Education. The Board of Registered Nursing and the Board of Vocational 

Nursing and Psychiatric Technician Examiners also are charged with authority to monitor 

programs in those subspecialties. 
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The College has been approved for training of veterans under the various United States public 

laws and California veteran enactments; the Bureau of Immigration and various United States 

laws and California veteran enactment. The bureau of Citizenship and Immigration Services has 

approved Mt. San Jacinto College for international students under educational visas. Mt. San 

Jacinto College is authorized under federal law to enroll non-immigrant and alien students." 

Mission 

The institution's educational mission must be clearly defined, adopted, and published by its 

governing board consistent with its legal authorization, and be appropriate to a degree granting 

institution ofhigher education and the constituency it seeks to serve. The mission statement 

defines institutional commitment to achieving student learning. 

A copy of Mt. San Jacinto College's currently revised mission statement may be found in the 

2010-11 catalog. The mission statement is reviewed regularly by the Institutional Planning 

Committee and executive leadership and presented to the Board of Trustees for review and 

approval. The mission statement is and will continue to be reflective and inclusive of all college 

sites. This substantive change falls within the current mission statement. 

Governing Board 

The institution must have a functioning governing board responsible for the quality, integrity, 

and financial stability of the institution and for ensuring that the institution's mission is being 

carried out. This board must be ultimately responsible for ensuring that the financial resources 

of the institution are used to provide a sound educational program. The board's membership 

must be sufficient in size and composition to fulfill all board responsibilities. The governing 

board must be an independent policymaking body capable of reflecting constituent and public 

interest in board activities and decisions. A majority of the board members must have no 

employment, family, ownership, or other personal financial interest in the institution. The board 

must adhere to a conflict of interest policy which assures that those interests are disclosed and 

that they do not interfere with the impartiality ofgoverning board members or outweigh the 

greater duty to secure and ensure the academic and fiscal integrity of the institution. 

The five-member Board of Trustees of the Mt. San Jacinto Community College District governs 

Mt. San Jacinto College, a single college district. The student body elects a student trustee who 

serves a one-year term on the Board of Trustees, and who votes on college business (except for 

closed session issues) in an advisory capacity. The governance is inclusive of all college sites and 

without regard for mode of instruction. The Board of Trustees holds monthly meetings that are 

open to the public with notices and agendas widely posted in advance. In order to be accessible 

to members of the large district area, the Board of Trustees provides teleconferencing link 
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capabilities from the main campus where meetings are held, to the Menifee Center. The 


agenda contains an oral comments section for community comment; The Academic Senate, the 


Classified Senate, and the Student Government Association all provide reports to the Board of 


Trustees monthly. 


The current MSJC Board of Trustees Policies are available at URL: 


http://www.msjc.edu/BoardofTrustees/Documents/Board Policy Manual/Board Policy Manu 


al.pdf. 


Annual Board of Trustee Goals may be found at URL: 


http://www. msjc. edu/Boa rdofTrustees/Pages/An nu al-Board-Goa Is. aspx 


Chief Executive Officer 


The institution must have a chief executive officer appointed by the governing board, whoseJul/

time responsibility is to the institution, and who possesses the requisite authority to administer 

board policies. Neither the district/system chief administrator nor the college chief 

administrator may serve as the chair of the governing board. 

Dr. Roger Schultz, President/Superintendent of Mt. San Jacinto College, has primary 

responsibility for the College and has executive responsibilities for administering board policies. 

Board Policy 2430, Delegation of Authority to the College President. An exhibit in the appendix 

outlines Dr. Schultz's delegated responsibility as the Chief Executive Officer of Mt. San Jacinto 

College. 

Administrative Capacity 

The institution must have sufficient staff, with appropriate preparation and experience to 

provide the administrative services necessary to support its mission and purpose. 

The training and experience required for each administrative position, as well as duties and 

responsibilities, are clearly set forth in recruitment publications. The administrative screening 

process ensures that Mt. San Jacinto College administrators have appropriate preparation and 

experience to provide the administrative services necessary to support the institution's mission 

and purpose. This substantive change does not require any administrative capacity. 

Operational Status 

The institution must be operational, with students actively pursuing its degree programs. 
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A Mt. San Jacinto College enrollment history, as well as enrollments in certificate and degree 

programs by year, is published on the Mt. San Jacinto College website at the following URL: 

http://www.msjc.edu/Collegelnformation/Administration/lnstitutionalResearch/Pages/default. 

A copy of the current searchable class schedule is available on the Mt. San Jacinto College Web 

site at http://www.msjc.edu/ScheduleofClasses/Pages/Spring-2011-Schedule-of-Classes.aspx. 

The schedule of classes clearly identifies location (site) that sections are offered and classes 

that are offered online or in hybrid formats. A copy of the class schedule identifying location is 

available in an exhibit in the appendix. Courses are scheduled at all sites and/or online so that 

students have the opportunity to complete degree programs at a pace and location that meets 

their individual needs. This substantive change will add students with no impact on the 

operational status of the college. 

Degrees 

A substantial portion of the institution's educational offerings must be programs that lead to 

degrees, and a significant proportion of its students must be enrolled in them. 

Students are provided with several options for fulfilling the requirements of an associate 

degree at Mt. San Jacinto College. Each is designed to meet specific educational goals. Through 

careful course scheduling and enrollment management strategies, course enrollments meet the 

strategic goals of the College while meeting student needs related to course and degree 

completion. 

Students may fulfill a major in any of the career and technical areas as well as several general 

areas by completing a minimum number of units (as specified in the College Catalog) and upon 

completion of general education requirements specified for a specific area. Degree 

opportunities, transfer courses and certificates of achievement as well as Employment 

Concentrations are clearly identified in the College Catalog. The Office of Institutional Research 

has data related to student success on their website. 

The most recent figures for these degree programs are available at URL: 

http://www.msjc.edu/Collegelnformation/Administration/lnstitutionalResearch/Documents/A 

ward.08.09.xlsx 

Educational Programs 

The institution's principal degrees programs must be congruent with its mission, must be based 

on recognized higher education field(s) of study, must be ofsufficient content and length, must 

be conducted at levels of quality and rigor appropriate to the degrees offered, and must 
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culminate in identified student outcomes. At least one degree program must be of two 

academic years in length. 

Successful completion of approved programs at Mt. San Jacinto College may lead to an 

Associate of Arts or Associate of Science Degree; a Certificate of Achievement or Employment 

Concentration (less than 18 units) in a specific career or technical field; or completion of lower 

division requirements for transfer to upper division standing at a four-year college or university. 

The names and course requirements for the degrees offered at Mt. San Jacinto College 

reflecting the institution's mission statement are found in the institution's catalog. Course 

descriptions are also found in the catalog which can be accessed at 

http://issuu.com/aseavey/docs/2010-11 complete catalog for the web . The class schedule 

each semester identifies where course sections are offered along with the mode of instruction 

(Onsite, online, or hybrid). 

The College's Curricu lum Committee ensures programs of study are congruent with the College 

mission and meet all legal requirements related to length, content, quality and rigor regardless 

of the site where sections are offered or whether the sections are offered online. The 

committee requires separate online addendum approvals for courses that outline how the 

sections will result in identical student outcomes and identical content. This substantive change 

has the same requirements and meets the same standards as the rest of the College courses. 

Academic Credit The institution must award academic credits based on generally accepted 

practices in degree granting institutions of higher education. Public institutions governed by 

statutory or system regulatory requirements must provide appropriate information about the 

awarding of academic credit. 

Institutional policies on transfer and awarding credit are specified in the College Catalog. These 

programs and courses have sufficient content and length and are based on Title 5, section 

55002.5 of the California Administrative Code. Credit is assigned to courses based on the 

''Carnegie Unit" which expects students to complete 18 hours of work for one unit of credit. 

Credit is awarded exactly the same regardless of the site or whether a course is offered via 

distance education. Credits awarded through this substantive change are consistent with 

college practice and Title V. 

Student Learning and Achievement 

The institution must define and publish for each program the program's expected student 

learning and achievement outcomes. Through regular and systematic assessment, it must 
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demonstrate that students who complete programs, no matter where or how they are offered, 

achieve these outcomes. 

Course outlines for all credit and noncredit classes, including the minimum standards for each 

course, may be found online on the College's intranet at URL 

http://www.msjc.edu/Collegelnformation/Administration/Committees/CurriculumCommittee/ 

Pages/default.aspx and soon (Spring 2011) to be archived completely on the College's 

CurricUNET database. At the course level, Mt. San Jacinto College faculty are integrating 

student learning outcomes and assessment into the course development and review processes. 

Outcome data from the educational program reviews are available at 

http://www. msjc.edu/Institutiona I Plan n ingand Effectiveness/Pages/Student-Learning

Outcomes-and-Assessment.aspx and 

http://www.msjc.edu/lnstitutionalPlanningandEffectiveness/Pages/Program-Reviews-and-Unit

Plans.aspx. Graduation history may be found at URL: 

http://www.msjc.edu/Collegelnformation/Administration/lnstitutionalResearch/Pages/default. 

aspx 

Department Learning outcomes are developed for each program and can be viewed at 

http://www.msjc.edu/Collegelnformation/Administration/Committees/CurriculumCommittee/ 

Pages/MSJC-Student-Learning-Outcomes-(SLOs).aspx) and will be published in the College 

catalog beginning with school year 2011-12. Overseen by the Curriculum Committee, all 

programs have established learning outcomes and assessment plans. 

Proposed student learning outcomes and assessment cycles are reviewed by the Assessment 

Coordinator. After review and approval the Coordinator places the student learning outcomes 

and assessments on the Assessment Council agenda for review. Student learning outcomes will 

be included as an addendum with all course outlines of record by 2011. Site of course offerings 

or mode of delivery does not influence student learning and achievement measures (outcomes 

and assessment). 

General Education 

The institution must define and incorporate into all of its degree programs a substantial 

component of general education designed to ensure breadth of knowledge and promote 

intellectual inquiry. The general education component must include demonstrated competence 

in writing and computational skills and an introduction to some of the major areas of 

knowledge. General education must have comprehensive learning outcomes for the students 

who complete it. Degree credit for general education programs must be consistent with levels of 
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quality and rigor appropriate to higher education See the Accreditation Standards, ii.A.3. for 

areas ofstudy required for general education. 

Mt. San Jacinto College has three patterns of General Education courses {Mt. San Jacinto 

College GE Option A, CSU GE option Band IGETC option c) that promote the student's personal, 

cultural and intellectual growth. These general education courses of study include 

demonstrated competence in writing and computational skills and serve as an introduction to 

major areas of knowledge (Title 5 - 55806). General education courses are listed in the College 

catalog. All course descriptions are found in the catalog and verification of their quality and 

rigor are provided. The Curriculum Committee approves all courses and programs of study to 

be included in the general education sequence. 

General education courses are taught at all college sites, with some being offered via online 

(distance) education. The courses are taught in accordance with course outlines of record, with 

assessment of approved student learning outcomes regardless of teaching site. This substantive 

change has no impact on the general education requirements. 

Academic Freedom 

The institution's faculty and students must be free to examine and test all knowledge 

appropriate to their discipline or area of major study as judged by the academic/educational 

community in general. Regardless of institutional affiliation or sponsorship, the institution must 

maintain an atmosphere in which intellectual freedom and independence exist. 

The College's academic freedom policy for faculty and students is set forth in Board Policy 5030 

and appears in the College Catalog. The District's academic freedom policy is applicable 

regardless of site. 

Faculty 

The institution must have a substantial core ofqualified faculty with full-time responsibility to 

the institution. The core must be sufficient size and experience to support all of the institution's 

educational programs. A clear statement offaculty responsibilities must include development 

and review ofcurriculum as well as assessment of learning. 

In fall term 2010, Mt. San Jacinto College employed 150 full-time faculty members and 549 

part-time faculty members. Information about full-time faculty including name, title, and 

degrees are listed in the College Catalog. Information regarding part-time faculty is kept in the 

Instructional Services Offices and in the Mt. San Jacinto College Human Resource Department 

office. The Mt. San Jacinto College faculty handbook provides information on faculty 
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responsibilities, resources and other relevant information regarding teaching and learning. 

References as to primary responsibilities are also contained in the faculty contract between Mt. 

San Jacinto College and the California Teachers Association. 

Faculty who meet minimum qualifications, according to the California Community College 

Chancellor's Office, are assigned to teach at all sites. The same is true for sections taught 

online, however, faculty are required to demonstrate proficiency and/or have experience 

teaching on line prior to being assigned online sections. Such determinations are made by 

department chairs and deans. 

Student Services 

The institution must provide for all of its students appropriate student services that support 

student learning and development within the context of the institutional mission. 

Mt. San Jacinto College provides a full range of student services and programs, which are 

published in the catalog. Mt. San Jacinto College routinely advertises services and programs on 

its website and through announcements in classes. Student Services include the following: 

Admissions and Records 

Student Government Association 

Athletics 

Career and Transfer Center 

Counseling 

Disabled Students Programs and Services (DSPS) 

Extended Opportunities Program and Services (EOPS) and Cooperative Agencies 

Resources for Education (CARE) 

Financial Aid Services 

International Student Services 

Matriculation and Outreach 

Student Activities and Clubs 

Tutorial Services 

Veteran Services 

Admissions 

The institution must have adopted and must adhere to admission policies consistent with its 

mission that specify the qualifications of students appropriate for its programs. 

The College's admission policy is included in the catalog. An electronic copy of the enrollment 

application and details regarding student qualifications for admission are available online at 
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WWW.MSJC.EDU. Admissions policies are applicable to all students regardless of the site where 

courses are offered or whether courses are taken onsite or on line. 

Information and Learning Resources 

The institution must provide, through ownership or contractual agreement, specific long-term 

access to sufficient information and learning resources and services to support its mission and 

instructional programs in whatever format and wherever they are offered. 

A profile of the libraries' holding and resources may be found on the library Web site at URL: 

https://library.msjc.edu/uhtbin/cgisirsi/9ASKXY1xge/MENIFEE/175150017/60/502/X Copies of 

an interlibrary loan agreement with On-line Computer Library Center Inc. (OCLC) may be found 

in the office ofthe Dean of Instruction library and Technology. This agreement provides this 

service to on-cam pus and off campus students during the regular terms and most summers if 

the College offers a summer schedule. In addition to this service, the reference collection 

includes 1500 non-circulating titles; the library collection includes 40,000 books that may be 

circulated for loan, and 300 paper format journals, magazines and newspapers. The electronic 

databases, most accessible to students on line, provide an excellent resource especially for the 

students attending classes off-site. This scholarly collection offers information in nearly every 

area of academic study. Assistance in locating information is provided by professionally trained 

librarians "face-to-face" at one of the two main libraries at the San Jacinto Campus and the 

Menifee center, or electronically by phone or email. All on campus and on-line learning 

resources are available to students taking classes each site. Students enrolled in the programs 

identified in this substantive change have access to the learning resources available at the 

college. 

Financial Resources 

The institution must document a funding base, financial resources, and plans for financial 

development adequate to support student learning programs and services, to improve 

institutional effectiveness, and to assure financial stability. 

District financial planning and information is under the purview of the Vice President of 

Business Services. The current budget for Mt. San Jacinto College and statement offund 

balances for the College Foundation are available in the College's Business Services Division. 

The general fund for the College includes support across all instructional and student services 

programs at the institution, regardless of the method or mode of instruction or location. The 

support for instructional and student services programs that result in the College meeting 

Standard II are included in the college budget. The Institutional Planning and Budget 

Committees review programmatic needs each year based on program review and academic 
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master planning for the purposes of recommending a final budget to the College president. The 

committees are responsible for ensuring the final budget recommendations include support for 

all services and functions, that result in student success at all sites and modes of instruction. 

The committees have representatives from all constituent groups at the college. 

All funds coming to the College are carefully tracked and documented. The College maintains 

conservative financial management policies and practices that ensure continued fiscal stability 

for the foreseeable future. This substantive change will be funded through existing college 

resources and grants. 

Financial Accountability 

The institution must undergo an audit annually and make available an external financial audit 

by a certified public accountant or an audit by an appropriate public agency. The institution 

must submit with its eligibility application a copy of the budget and institutional f inancial audits 

and management letters prepared by an outside certified public accountant who has no other 

relationship to the institution for its two most recent fiscal years, including the fiscal year ending 

immediately prior to the date of the submission of the application. The audits must be certified 

and any exceptions explained. It is recommended that the auditor employ as a guide Audits of 

Colleges and Universities, published by the American Institute of Certified Public Accountants. 

An applicant institution must not show an annual or cumulative operating deficit at any time 

during the eligibility process. 

Reports on audit of financials and supplemental information including report on compliance 

data are prepared for Mt. San Jacinto College by Vavrinek, Trine, Day & Co., LLP Certified Public 

Accountant & Consultant, and are available for review in the College's Business Services Office. 

The College meets this eligibility requirement by ensuring a balanced budget that supports all 

College sites and modes of instruction as verified by the public accounting firm. The audit firm 

employs Audits ofColleges and Universities, published by the American Institute of Certified 

Public Accountants. The Board of Trustees reviews the audit findings, exceptions, letter to 

management and any recommendations made by the contracted audit firm. 

Institutional Planning and Evaluation 

The institution systematically must evaluate and m ake public how well and in what ways it is 

accomplishing its purposes, including assessment ofstudent learning outcomes. The institution 

must provide evidence of planning for improvement of institutional structures and processes, 

student achievement ofeducational goals and student learning. The institution must assess 

progress toward achieving its stated goals and make decisions regarding improvement through 
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an ongoing and systematic cycle of evaluation, integrated planning, resource allocation, 

implementation and reevaluation. 

The Mt. San Jacinto Institutional Planning and Budget Committee serve as the strategic 

planning and budget committees for the college. The strategic plan sets forth the strategic 

directions, goals, and strategies that Mt. San Jacinto College is pursuing in order to fulfill its 

college mission. 

A copy of the most recent strategic plan may be viewed at the URL: 

http://www.msjc.edu/lnstitutionalPlanningandEffectiveness/Documents/Recommendation 2 

Evidence/MSJCCD Strategic Plan final working.docx 

A copy of the most recent Educational Master Plan may be viewed at the URL: 

http://www.msjc.edu/lnstitutionalPlanningandEffectiveness/Pages/Educational-Master

Plan.aspx and the 2010-11 budget is housed in the Business Services Division office. The most 

recent institutional evaluations of student assessment and outcomes systems may be found in 

the program reviews, located in the Instructional Services Office. The College is in the process 

of purchasing a new software elumen to serve as an active repository for all student learning 

outcomes and assessments. A new college Facilities Master Plan is in its initial stages of college 

preparation. This substantive change will be subject to these same college planning and 

evaluation processes. 

Public Disclosure 

The institution must provide a catalog for its constituents with precise, accurate and current 

information about the college in general, requirements, major policies affecting students, and 

documentation. 

All of the required information is available from the Mt. San Jacinto College home page on the 

web at WWW.MSJC.EDU or by reading any of the following sources, which are all public 

documents: the catalog, class schedule, the full time faculty handbook and the Mt. San Jacinto 

College Board of Trustees Policies and Administrative Procedures. 

The Mt. San Jacinto College Public Information Office maintains copies of recent print or media 

advertisements and press releases for the college. The College Catalog includes addresses to all 

college sites, and names of administrators that support each site. 
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Relations with Accrediting Commission 

The institution must provide assurance that it adheres to the eligibility requirements and 

accreditation standards and policies of the commission, describes itself in identical terms to all 

its accrediting agencies, communicates any changes in its accrediting status, and agrees to 

disclose information required by the commission to carry out its accrediting responsibilities. The 

institution must comply with commission requests, directives, decisions, and policies and must 

make complete, accurate, and honest disclosure. Failure to do so is sufficient reason, in and of 

itself, for the commission to impose a sanction, or to deny or revoke candidacy or accreditation. 

A general statement of accreditation for Mt. San Jacinto College is in the catalog. A general 

description of Mt. San Jacinto College and a listing of programs of instruction are contained in 

this same document. A signed letter from the Superintendent/President, assuring the District's 

compliance with the commission's policies, is on file with the commission and maintained in the 

College's presidents office. Relations with the accrediting commission would not be impacted 

as a result of this substantive change proposal other than the result would be Mt. San Jacinto 

meeting the commission requirements for instituting substantial changes. This substantive 

change request is submitted to meet ACCJC policies. 

G. 	 EVIDENCE THAT EACH ACCREDITATION STANDARD Will STILL BE FULFILLED RELATED 

TO THE CHANGE AND THAT All RELEVANT COMMISSION POLICIES ARE ADDRESSED 

Standard I - Institutional Effectiveness and Mission 

As stated earlier in this substantive change proposal, Relationship to the Institutional Stated 

Mission, the current mission statement of the College is clearly consistent with the 

establishment of new programs. The Mt. San Jacinto College mission statement, as printed in 

the 2010-11 College Catalog is: 

Mt. San Jacinto College, a California Community College, offers accessible, innovative, 

comprehensive and quality educational programs and services to diverse, dynamic and growing 

communities both within and beyond traditional geographical boundaries. We support life-long 

learning and student success by utilizing proven educational methodologies as determined by 

collaborative institutional planning and assessment. To m eet economic and workforce 

development needs, MSJC provides students with basic skills, general and career education that 

lead to transfer, associate degrees and certificates. Our commitment to student learning 

empowers students with the skills and knowledge needed to effect positive change and enhance 

the world in which we live. 
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This statement clearly shows the institutional intent to serve the needs of both individuals and 

the community by offering a variety of programs and services in transfer education, career and 

technical education, general education, basic skills education, community education, and 

support services. In addition to conforming to the actual mission statement, the stated 

institutional goals that derive from it also support new programs of study. These components 

of the mission statement point to the need for all efforts to be geared toward providing student 

success and enhancing access "within and beyond traditional geographic boundaries." 

Mt. San Jacinto College's mission includes technical and career preparation for students, as well 

as economic and workforce development. 

Institutional Effectiveness: Mt San Jacinto College has a regular program review process in 

place for all instructional and student services programs, as well as an educational master plan. 

Standard II - Student Learning Programs and Services 

The College assures quality of the courses offered at all sites. The same high quality programs 

and courses are offered in accordance to the College mission. Regardless ofthe location of 

delivery, courses and programs of study are approved by the College's Curriculum Committee 

with adherence to the College's established course outlines of record (as required by the 

California Community College's State Chancellor's Office). All courses are taught with the most 

appropriate pedagogy and methodology with respect to the official course outline of record 

and with the use of state-of-the-art instructional technology as noted in the equipment and 

facilities response on page seven of this Substantive Change Proposal. All sections, regardless of 

where and how they are offered, adhere to the appropriate depth and rigor of all sections 

taught in a discipline. Sections are always scheduled with consideration to what is in the best 

interest of students, offering choices that will enhance their personal, educational, and 

professional development and opportunity to complete certificate and degree programs in a 

reasonable time frame. 

All courses, regardless of location of delivery, adhere to the College's established student 

learning outcomes programs with oversight by the College's Assessment Coordinator and 

Council. Currently 50% of disciplines have approved student learning outcomes and 

assessments established for courses in their programs. Assessment has been going on since 

2005 along with a new program review process put in place beginning with the 2009 academic 

year. The principles and practices included in the College's student learning outcomes and 

program review processes and procedures have resulted in the College's nearing proficiency in 

student learning outcomes, program review and planning and budgeting regardless of whether 

programs and courses are offered at San Jacinto, Menifee campus' or TEC. 
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The College also offers support for students who are enrolled at any site in the form of 

helpdesks and online support linked to the College's course delivery software, BlackBoard. This 

platform is used by faculty who support their "face to face" classes as well as online sections. 

Student helpdesk and assistance with online courses 24/7 is available at the College's support 

center site: http://my.msjc.edu/web/help.html 

An online orientation to the College is offered at the College's Matriculation website at 

http://www.msjc.edu/StudentServices/Matriculation/Pages/Orientation.aspx. Counseling is 

available to all students, including on line students at the Temecula Education Complex and at 

both San Jacinto Campus and Menifee Valley Center on a by-appointment or drop-in basis. 

Online counseling is also available to all students through the Mt. San Jacinto College Online 

Advisor at http://wwwl.msjc.edu/formscripts/counseling/onlineadvisor/contact.asp . 

The student support services includes, a full service admissions and record office, learning 

center, vending area, wireless access, student study area and counseling. Students may attend 

periodic financial Aid workshops held on an ongoing basis. The student services division has 

completed student learning outcomes that are currently assessed and part of the overall 

proficiency of the College in student learning outcomes, program review, and planning and 

budgeting. Student learning outcomes are developed and assessed for the overall student 

services programs and without regard for location. College faculty and staff work to ensure 

student services are available equally to students regardless of the location or method of 

instruction of the courses they take. 

This substantive change will have minimal impact on these resources and will have no adverse 

impact on any existing programs offered at the college. 

Standard Ill - Resources 

Faculty members are hired in accordance with established College governing board policies and 

administrative procedures. Job announcements include, when appropriate, willingness and 

ability to teach on line and include a statement that notes that teaching assignments may be at 

any district facility. A sample statement: "While the current vacancy is expected to be at the 

Menifee Valley Campus, applicants may be assigned to the San Jacinto Campus or any District 

facility" appears as an example in the current position announcement for Chemistry. Faculty are 

evaluated in accordance with governing board policy and administrative procedure regardless 

of the site of the teaching assignments. Full-time and part-time faculty offices are available at 

all campus locations for student consultations and preparation for classes. Faculty at all sites 

also have support from administrative assistants assigned to each site. The facilities at all 
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College sites are adequate for the number of sections scheduled and number of students 

served at each site. The College provides sufficient maintenance of all sites to ensure the safety 

and security of students. Training in support of technology use in the classroom and support 

offices is available to all faculty and staff at all teaching sites through the twice annual @MSJC 

Academies. 

This substantive change will have minimal impact on these resources and will have no adverse 

impact on any existing programs offered at the college. 

Standard IV- Leadership and Governance 

Mt. San Jacinto College's governance processes and procedures may be accessed by all faculty 

and staff regardless of the teaching location. Students are represented by the college's Student 

Government Association (SGA) with representation from all college sites. SGA officers are 

elected by students. 

As shown in the college's management organizational chart (exhibit in the appendix) all 

instructional programs are managed by the Mt. San Jacinto College division deans and the Vice 

President of Instruction regardless of the site location. 

This substantive change has included departmental faculty, the Division Dean, the College 

Curriculum Committee, the college President, the Vice President for Instruction, and the MSJC 

Board in appropriate approvals at each step of the process. 

Process for monitoring and evaluating the effectiveness and learning outcomes expected 

through the proposed change 

It is the task of the Dean of Instruction, Career Technical Education, in coordination with the 

Vice President of Instruction, to monitor and evaluate the effectiveness of programs. Annually, 

a Unit Plan is developed for all sectors to establish goals and report on progress. This Unit Plan 

serves as a foundation for evaluating effectiveness and learning outcomes at all locations. The 

Dean of Instruction, Career Technical Education is charged with preparing this annual review for 

all locations. These plans feed into the Vice president of Instruction Division Plan which is 

submitted to Executive Leadership, reviewed by the Institutional Planning Committee and the 

Budget Committee. Annual expenditures for supplies, equipment and staffing are 

recommended based on these annual reviews. They can be viewed at the Institutional Planning 

and Effectiveness website at: 

http://www.msjc.edu/lnstitutionalPlanningandEffectiveness/Pages/default.aspx 
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The Office Institutional Planning and Effectiveness division supports the planning and decision

making efforts throughout the District by providing data and information for managing and 

maintaining the quality and effectiveness and encouraging continuous improvement of 

academic programs, academic and student support services, and administrative services. 
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APPENDICES 
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EXHIBIT 1: MT. SAN JACINTO COLLEGE COURSE OUTLINE OF RECORD LISTING 
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Mt. San Jacinto College 


Course Outline of Record Listing 

I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Information Addendum Addendum Listings 

AJ AJ-140 Principles of Biology in Forensics New +Jan-06 EFFECTIVE SU06 

Principles of Chemistry in 
-~ 

AJ AJ-141 Forensics New Jan-06 EFFECTIVE SU06 
_,_I 

l 
t 

Principles of Toxicology in 

AJ AJ-142 Forensics New Jan-06 EFFECTIVE SU06 

•Added as cross listing to 
NURS 100 Emergency I 
Request: Spring 2007 

Introduction to Anatomy and Catalog inclusion: Summer Fully Online 
ANAT ANAT-100 Physiology New I Jun-06 2007 &Hybrid NURS-100 

(CCM 05/02/05) Catalog 
~ 

ANTH ANTH-102H Honors Cultural Anthropology New N/A inclusion: 2006-07 Honors 
(CCM 05/02/05) Catalog 

ANTH ANTH-104H Honors World Prehistory New N/A inclusion: 2006-07 Honors 
Dec-07 EFFECTIVE FA08ANTH ANTH-111 Physical Anthropology Lab New 

!

I 1 
Dec-07 EFFECTIVE FA08ANTH ANTH-125 Magic Witchcraft and Religion New 

Cross listed as ENGL 145 
Introduction to Language and 

I 
(prev ENGL 245) - Catalog 

ANTH ANTH-145- Linguistics (formerly ENGL-245) New Jan-07 Inclusion: 2007-08 I ENGL-145 
+

I 

(CCM 12/04/06) Cross listed 
w/ ENGL 145H (was ENGL 

Honors Introduction to Language 245H). Catalog inclusion: 
ANTH ANTH-145H and Linguistics (ENGL-245H) New NIA 2007-08 Honors ENGL-145H

+ -
ART ART-093 Graphic Design Practicum New Jan-10 EFFECTIVE FA10 ... 
ART ART-095 Typography Practicum New Jan-10 EFFECTIVE FA 10 

l--- ... --;- 

Fully Online 
ART ART-104 World Art New Jan-10 EFFECTIVE FA10 & Hybridt 

--(CCM 12/07/09) Catalog 
ART ART-104H Honors World Art New N/A inclusion: 2010-1 1 Honors 
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Mt. San Jacinto College 


Course Outline of Record Listing 

I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Informatio n Addendum Addendum Listings 

ART 

ART 

ART-105 

ART-105H 

History of Graphic Design 
Honors History of Graphic 
Design 

New 

New 

CATALOG INCLUSION: 
Dec-06 2007-08 

(CCM 10/23/06) Catalog 
NIA inclusion: 2007-08 

l 
Honors 

Fully Online 
& Hybrid 
Fully Online 
& Hybrid 

ART 

ART 

ART-122 

ART-124 

30 Design 

Time Based Media 

New 

New 

. Nov-04 EFFECTIVE SU05 
*CR w/MUL 126. 

Nov-04 EFFECTIVE SU05. 
·cR w/PHOT 118. 

I 
+ 

i M UL-126 

ART 
ART 

ART-128 
ART-141 

Beginning Photography 
Illustration 

Graphic Design II (formerly ART-

New 
New 

t 

.. 
Jan-06 EFFECTIVE SU06 

Jan-05 EFFECTIVE SU05 
Chgd number and name from 
ART 136 Visual 
Communication I added 
prereq and rec prep to reflect 
sophomore level. 

I 

I 

I 

PHOT-118 

ART ART-223 136 Visual Communication I) New 
+ 

Nov-04 EFFECTIVE SU05 Hybrid Only 

Portfolio and Professional Catalog inclusion: 2008-09 
ART ART-249 Development New Jun-07 Term Effective: Fall 2008 Hybrid Only 

+ t 

Fingerspelling, Numbers & 
Dec-07ASL ASL-102 Classifiers New 
Jun-08 EFFECTIVE FA08 

American Sign Language 
ASL ASL-150 Linguistics New 

ASL ASL-105 American Sign Language V New 

Jun-08 EFFECTIVE FA08 
+ 

(cr/w BADM 147/MUS 147) 
Emergency Request: SP06. MUS-147/ 

MUS AUD-147 The Music and Audio Business New I Jun-05 Catalog Inclusion SU06 BADM-147I 
(er/ w MUS 148) Emergency 
Request: SP06. Catalog 

MUS AUD-148 Radio Production New Jun-05 inclusion SU06. MUS-148 1 . - 1 
*Cr w/MUL 123, name 
change, prerequisite change 
to advisory - Effective 

MUS AUD-152 Video Production I New I Jun-06 Summer 2007 I MUL-123 
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Mt. San Jacinto College 


Course Outline of Record listing 

I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Information Addendum Addendum Listings 
Cr w/MUL-223. Catalog 
inclusion date: 2008-09 Term 

MUS AUD-153 Video Production II New 
+ 

Jun-07 Effective: Fall 2008 

Emergency Request: SU06. 
I MUL-223 

Catalog inclusion: Summer 
AUME AUME-079 Honda Express Service New Jun-06 2007 

Maintenance light Repair (MLR} 

AUME AUME-101 I New Jan-10 EFFECTIVE FA10 
+ + 

Maintenance light Repair (MLR} 

AUME AUME-109 II 

Basic and Advanced Clean Air 

New .. Jan-10 EFFECTIVE FA10 

Emergency Request:SU06. 
Catalog inclusion: Summer 

AUME AUME-110 Car Course New Jun-06 2007 

Emission Controls Part II, Catalog Inclusion: 2008-09 
AUME AUME-111 A6/A8/L 1 New Jun-07 Term Effective: Fall 2007" 

~ 

{CCM 11 /17 /07) Catalog 
BUS BADM-103H Honors Introduction to Business New N/A inclusion: 2008-09 Honors 

BUS BADM-120 
Sales and Marketing in 
Hospitality 

----,.~-

New I 
{er w/HORT (previously 
AGTM 120) EFFECTIVE 

Jun-05
1
SU06 I ~ 

+ 
HORT-120 

BUS 

BUS 

BADM-122 

BADM-124 

Resort Food & Beverage 
Operation 
Introduction to Lodging 
Operations 

New 

New 

I (er w/HORT previously AGTM 

I 
Jun-05 122) EFFECTIVE SU06 

rJan-10 EFFECTIVE FA10 

· 

! 
I 
+ 

I 

HORT-122 

Hotel Convention Services and 
BUS BADM-125 Operations New May-10 EFFECTIVE FA11 

I 

Destination Management for 
BUS 

BUS 

BADM-126 

BADM-127 

Conventions and Visitors 
Event/Meeting Planning and 
Management 

New 

New 

-

I 
May-10 EFFECTIVE FA11 

May-10 EFFECTIVE FA11 
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Mt. San Jacinto College 


Course Outline of Record Listing 

I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approv al Additional Informat ion Addendum Addendum Listings 

I (cr/w AUD 147/MUS 147) 
Emergency Request: SP06. I AUD-147/ 

BUS BADM-147 The Music & Audio Business New Jun-05 Catalog inclusion: SU06 M US-147 
Fully Online 

BUS BADM-210 Principles of Advertising New Nov-09 EFFECTIVE FA 10 I & Hybrid 

Business and Marketing 

BUS BADM-215 Planning New Nov-09 EFFECTIVE FA10 
--CCcM 10/23/06) Catalog 

l .. 
BIOL BIOL-125H Honors Microbiology New NIA inclusion: 2007-08 Honors 

BIOL BIOL-131 Introduction to Biotechnology New I 
t 

Jan-10 EFFECTIVE FA10 

BIOL 

BIOL 

BIOL 

BIOL-132 

BIOL-133 

BIOL-139 

Biotechnology II 

Biotechnology Ill 

Introduction to Biotechnology 

Laboratory 

New 

New 

New l 
Jan-10 EFFECTIVE FA10 

Jan-10 EFFECTIVE FA10 

Jan-10 EFFECTIVE FA10 
(CCM 11-15-04) Catalog 

BIOL BIOL-150H Honors General Biology I New NIA inclusion: 2005-06 Honors 

BIOL BIOL-201 Biostatistics New Jan-05 EFFECTIVE SU05 
t 

BUS CAPP-065 Formatting Term Papers New j 
Emergency Effective SU06, 
Catalog inclusion Summer 

Apr-06 2006 
Fully Online 

& Hybrid 

Introduction to the Vista 

BUS/CIS CAPP-081 Operat ing System New Feb-09 EFFECTIVE FA09 

Introduction to File 

BUS/CIS CAPP-082 Management New Feb-09 EFFECTIVE FA09 

Excel for Business and I 
Fully Online 

BUS CAPP-125C Accounting 
-

New .. Jan-06 EFFECTIVE SU06 &Hybrid 

'Excel 1 - Basics for Business and Fully Online 

BUS CAPP-125Cl Accounting New Jan-06 EFFECTIVE SU06 & Hybrid 
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Mt. San Jacinto College 


Course Outl ine of Record Listing 

I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Addit ional Information Addendum Addendum Listings 

r 
Fully Online 

Jan-06 EFFECTIVE SU06 & HybridBUS CAPP-125C2 Excel 2 - For Business Users New 

I 

Fully Online 
Jan-06 EFFECTIVE SU06 & HybridBUS CAPP-12SC3 Excel 3 - For Accounting Users New 

Catalog Inclusion: 2008-09 
BUS/CIS CAPP-132 Using Acrobat - Level 1 New May-07 Term Effective: Fall 2007" 

t-

Catalog Inclusion: 2008-09 
BUS/CIS CAPP-152 Using Acrobat - Level 2 New May-07 Term Effective: Fall 2007* 

t-
Equity and Diversity in Early 

COE CDE-118 Childhood New Jan-10 EFFECTIVE FA10 
t-

Infant and Toddler Education 

COE CDE-120 and Care New Oct-05 
+- 

Approved for Early Offering: 
Advocacy and Networking in Spring 2007 CATALOG 

COE CDE-127 Early Childhood Education New Dec-06 INCLUSION: 2007-08 
--+-

Pending 
Supporting Children Who June I 

COE COE 143 Have Challenging Behaviors New 2010 BOT EFFECTIVE FA11 

Supervised Field Pending f 
Experience/Internship in Early J une 

COE COE 144 Intervention and Inclusion New 2010 BOT EFFECTIVE FA11 I 
I 

A Relationship-Based Approach I I 

COE CDE-146 to Early Childhood Education New Jan-06 EFFECTIVE SU06~ 
I (previously BIOL-101) 

EFFECTIVE 
CHEM CHEM-107 Chemistry of Life New I Nov-09 F A09/EFFECTIVE FA10 
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Mt. San Jacinto College 


Course Outline of Record Listing 


Approved Approved 

BOT Honors Distance Ed Cross-
Dept Course Course Name NEW Approval Additional Information Addendum Addendum Listings 

Wl CHIN-101 Elementary Chinese I New Jun-08 EFFECTIVE FAQ9 
- .. 

W L CHIN-102 Elementary Chinese II New Jun-08 EFFECTIVE FAQ9 
+ 

WL CHIN-201 Intermediate Chinese I New J un-08 EFFECTIVE F A09 

WL CHIN-202 -ri;rtermediate Chinese II New 
~ 

Jun-08 EFFECTIVE FAQ9 
~ 

CIR w/ESL Q55 Catalog 
inclusion: 2QOS-09 Term 

COMM COMM-055 English Pronunciation New Jun-07 Effective: Fall 20QS ESL-055 
+ -- .. + l 

' 
English Conversation and 
Culture (formerly ENGL-056 
English As a Second Language Catalog inclusion: 20QS-Q9 

COMM COMM-056 Listening and Conversation) New Jun-07 Term Effective: Fall 2QOS ESL-056 
(CCM 12/04/06) Catalog 

COMM COMM-100H Honors Public Speaking New N/A inclusion: 2Q07-0S Honors I
Cross list w/THA 1 Q5 

COMM COMM-105 Voice and Diction New Jan-07 Catalog Inclusion: 2007-0S THA-105 

COMM COMM-115 Persuasion New 
~ 

Dec-07 EFFECTIVE FAQS 

PendingI I 
June Fully Online 

COMM COMM-116 Gender and Communication New 2010 BOT EFFECTIVE FA11 & Hybrid
---+

COMM COMM-117 Professional Communication New Jan-08 EFFECTIVE FAQS 

COMM COMM-119 Public Relations New 
t 

Dec-07 EFFECTIVE FAQS 
-- .L ISurvey of Communications -t 

COMM COMM-120 Studies New • Jan-08 EFFECTIVE FAQS 

COMM COMM-201 Advanced Public Speaking New l Nov-04 

CIS CSlS-060 Using Windows XP New Jan-05 EFFECTIVE SU05 
IIntroduction to E-commerce I Fully Online 

CIS CSIS-104 Infrastructure New Jun-08 EFFECTIVE FADS I & Hybrid 
Fundamentals of Computer 

CIS CSIS-1118 Programming New Jan-05 EFFECTIVE SU05 
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Mt. San Jacinto College 


Course Outline of Record Listing 


BOT 
Dept Course Course Name NEW Approval Additional Information 

CATALOG INCLUSION: 
CIS CSIS-114C Database Programming - Level 1 New Nov-06 2007-08 . 

Internet Scripting With 
-+-

(er w/MUL 158) EFFECTIVE 
CIS CSIS-116C JavaScript New Jan-05 SU05 . 
CIS CSIS-1160 PHP Web Development New I Jan-05 EFFECTIVE SU05 

CATALOG INCLUSION: 
CIS CSIS-116E Python Programming - Level 1 New Nov-06 2007-08 

' 
CIS CSIS-116F PERL Programming New l 

Dec-07 EFFECTIVE FA08 

CIS CSIS-116G Ruby Programming-Level 1 New Feb-09 EFFECTIVE FA09 L 
Dynamic Web Development and 
Administration using Microsoft 

CIS CSIS-117D Web Tools New 
Embedded Systems 

CIS CSIS-118A Programming New 

Computer Organization & 
CIS CSIS-1188 Assembly Language New 

Action Script Programming Level 
CIS CSIS-119A 1 New 

CIS CSIS-123C C# Programming Level 2 New 

CIS CSIS-124C Database Programming - Level 2 New 
--f 

CIS CSIS-125A Web Development - Level 2 T w 

Catalog inclusion: 2008-09 
May-07 Term Effective: Fall 2007" 

Jan-05 EFFECTIVE SU05 

Feb-09 EFFECTIVE FA09 

Feb-09 EFFECTIVE FA09 
-

Feb-09 EFFECTIVE FA09 

CATALOG INCLUSION: 
Nov-06 2007-08 

Jan-10 EFFECTIVE FA10 

I CATALOG INCLUSION: 
CIS CSIS-126E Python Programming - Level 2 New Nov-06 2007-08 

CIS CSIS-150 Using Microsoft Windows ~w I Jan-10 EFFECTIVE FA10 

I 	 I 

Approved Approved 

Honors Distance Ed Cross-

Addendum Addendum Listings 
Fully Online 

I 	

& Hybrid 
Fully Online 
& Hybrid MUL-158 
Fully Online 
& Hybrid 
Fully Online 
& Hybrid 

I 
Fully Online 
& Hybrid 
Fully Online 
&Hybrid 

Fully Online 
&Hybrid 

T 
Fully Online 
&Hybrid 
Fully Online 
&Hybrid 
Fully Online 
&Hybrid. 

--,:.-U11yOnline 
&Hybrid.,.. 
Fully Online 
& Hybrid

+ 
Fully Online 
& Hybrid 

--ruily Online 
& Hybrid-t !-----'- + 
Fully Online 

1CIS CSIS-171 Service Desk Concepts New Jan-10 EFFECTIVE FA10 	 .& Hybrid 
- - --+- t 

CIS CSIS-171L Service Desk Lab New Jan-10 EFFECTIVE FA10 

CIS CSIS-182 Computer Forensics New t Feb-09 EFFECTIVE FA 09 

BOLD=2011-12 	 8 




Mt. San Jacinto College 


Course Outline of Record Listing 


Dept Course 

CIS CSIS-188 

CIS CSIS-211 

CIS CSIS-241A 

CIS CSIS-261A 

CIS CSIS-2988 

DAN DAN-130 

DAN DAN-131 

OMS DMS-095 

OMS OMS-100 

OMS DMS-101 

OMS DMS-102 

OMS DMS-103 

OMS OMS-118 

I Approved Approved 

BOT Honors Distance Ed Cross-

Course Name NEW Approval Additional Information Addendum Addendum Listings 

Pending 
June Fully Online 

Introduction to Digital Circuits New 2010 BOT EFFECTIVE FA11 & Hybrid 
Introduction to Data Structures CATALOG INCLUSION: 
and Algorithms New Jan-07 2007-08 

~ 

Database Server Administration - CATALOG INCLUSION: Fully Online 
Level 1 New Nov-06 2007-08 & Hybrid 

Database Server Administration - CATALOG INCLUSION: Fully Online 
Level2 New Nov-06 2007-08 & Hybrid 
CIS Special Topics: Database CATALOG INCLUSION: -Fully Online 
Technologies New Nov-06 2007-08 & Hybrid 

Beginning Ballroom Dance 

Beginning Hip Hop 
-

Sonography Medical 

Terminology 

Fundamentals of Diagnostic 
Medical Sonography 

-

New 

New 

New 

New 

I 

t 

t 

Jan-08 EFFECTIVE FAQS 

Jan-08 EFFECTIVE FA08 

-

EFFECTIVE SP08 Catalog 
Dec-07 Inclusion: 2008-09 

EFFECTIVE SU06, Prereq 
chg - CCA 12104/06 was 
Application to DMS program 
and current CPR healthcare 
provider card and is now 
Acceptance to DMS 
Program. Catalog inclusion: 

May-05 2007-08 

+

t-

t t 

EFFECTIVE SP08 Catalog 
Pathophysiology New Oec-07 Inclusion: 2008-09 

------; 

EFFECTIVE SP08 Catalog 
Sonography Medical Ethics Oec-07 Inclusion: 2008-09 ~New 
Patient Care Techniques for EFFECTIVE SP08 Catalog 
Sonographers New Dec-07 Inclusion: 2008-09 
Ultrasound Physics and t CATALOG INCLUSION: 
Instrumentation I New I Jan-07 2007-08 

BOLD=2011-12 9 




Mt. San Jacinto College 


Course Outline of Record Listing 

I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Information Addendum Addendum Listings
+

I 
Prereq chg CCA 12-04-06 
was DMS 110, 112 and 114 
w/ C or better is now 

I Acceptance into the DMS 

OMS OMS-120 Abdomen Scanning New 
I 
I 

program. 
Jun-05 2007-08 

Catalog inclusion: 

-~ + + 
Prereq chg CCA 12-04-06 

I was DMS 110, 112 and 114 

~ w/ C or better is now 

I 
Acceptance into the DMS 
program. Catalog inclusion: 

OMS DMS-122 Ultrasound Pathology I New Jun-05 2007-08 
Ultrasound Physics and 

t 
CATALOG INCLUSION: 

OMS OMS-128 Instrumentation II New Jan-07 2007-08 
~ 

Prereq chg CCA 12-04-06 -
was DMS 120, 122, 124 and 
126 is now DMS 120 and 
122. Catalog inclusion: 2007

OMS DMS-130 Obstetric/Gynecology Scanning New Jun-05 08 
+-

Prereq chg CCA 12-04-06 -
was OMS 120, 122, 124 and 
126 is now OMS 122. 

OMS OMS-132 Ultrasound Pathology II New J un-05 Catalog inclusion: 2007-08 
Ultrasound Physics and CATALOG INCLUSION: 

DMS DMS-138 Instrumentation 111 New Dec-06 2007-08 
Ultrasound Physics and 

+ 
CATALOG INCLUSION: 

DMS DMS-148 ~strumentation IV New .. Dec-06 2007-08 

Honors Principles of (CCM 12/07/09) Catalog 
ECON ECON-201H Macroeconomics New- N/A inclusion: 2010-11 Honors 

.j_ 

ECON ECON-202H 

Honors Principles of 

Microeconomics New NIA 
(CCM 12107/09) Catalog 
inclusion: 2010-11 Honors i 

Introduction to Environmenta l 

ECON ECON-203 Economics New I Jan-10 EFFECTIVE FA10 

BOLD=2011-12 10 




Mt. San Jacinto College 


Course Outline of Record Listing 


Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Information Addendum Addendum Listings 

I Child Growth and Pending 
Development During the June 

COE ED-1 36 School Years New 2010 BOT EFFECTIVE FA11 
Dramatic Writing for Stage and 

ENGL ENGL-160 Screen New Jan-08 EFFECTIVE FA08 THA-160 

ENGL ENGL-225H Honors Film and Literature New 

Honors English Literature: Anglo-

NIA 
Add ENGL-101 prereq 
Catalog inclusion: 2010-11 

(CCM 12/07/09) Catalog 

Honors 

ENGL ENGL-230H Saxon to 1775 New NIA inclusion: 2010-11 Honors 

Catalog inclusion: 2008-09 
ENGL ENGL-235 Creative Writing: Fiction New Jun-07 Term Effective: Fall 2008 

Emergency Request: Fall 
M.S.S.C. High-Performance 2006. Catalog inclusion: r 

ENGR ENGR-106 Manufacturing New Jun-06 Summer 2007 
~ 

I Approved for Early Offering: 
Spring 2007 CATALOG 

ENGR ENGR-107 Total Quality Management New Dec-06 INCLUSION: 2007-08 
t t

Approved for Early Offering: 
Manufacturing Inspection Spring 2007 CATALOG 

ENGR ENGR-109 Techniques and Applications New Dec-06 INCLUSION: 2007-08 
ENGR ENGR-114 Machine Tool Technology New 

~ 
Jan-10 EFFECTIVE FA10 L 

l 
+

Energy Efficiency and 
~ 

ENGR ENGR-116 Construction New Jan-10..J...EFFECTIVE FA10 
ENGR ENGR-117 Solar Photovoltaic Installation New Jan-10 EFFECTIVE FA10 ~ ENGR ENGR-118 Solar Thermal Installation New I Jan-10 EFFECTIVE FA 10 

ENGR ENGR-119 Small Wind Energy Installation 

Honors Humans and Scientific 

New i Jan-10 EFFECTIVE FA10 

(CCM 05/03/10) Catalog 
+ 

r 
+ 

ENVS ENVS-lOOH Inquiry New NIA inclusion: 2011-12 Honors 

BOLD=2011-12 11 




Mt. San Jacinto College 


Course Outline of Record listing 


I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Information Addendum Addendum Listings 
Watershed Resource 1 

ENVS ENVS-190 Management New Jan-05 EFFECTIVE SU05 
t-

ESL ESL-062W Basic Writing Skills New Feb-09 EFFECTIVE FA09 
ESL Reading and Vocabulary 

ESL ESL-063R- Level 1 New Feb-09 EFFECTIVE FA09 
+ t-

ESL Reading and Vocabulary 
ESL ESL-064R Level2 New Feb-09 EFFECTIVE FA09 I 

-t-
ESL ESL-098W English Writing Fundamentals New Feb-09 EFFECTIVE FA09 
~ 

t 

Fully Online 

BUS FIN-200 Financial Management New Nov-09 EFFECTIVE FA10 & Hybrid
+ ---f-

Building Construction for Fire 
I

FIRE FIRE-115 Protection New Jan-06 EFFECTIVE SU06 

Fundamentals of Wild Land Fire 

FIRE FIRE-121 Fighting New Jan-06 EFFECTIVE SU06 

IPrinciples of Fire and Emergency 

FIRE FIRE-122 Services Safety and Survival New 

GEOG GEOG-103 Field Studies in Geography New 

GEOG GEOG-106 Climate and Weather New 

GEOG GEOG-107 Urban Geography New 

Jan-10 EFFECTIVE FA10 

Feb-09 EFFECTIVE FA09 
+ 

Feb-09 EFFECTIVE FA09 
-+-

Feb-09 EFFECTIVE FA09 
----+l 


CATALOG INCLUSION: 
GEOL GEOL-110 Oceanography New i Dec-06 2007-08 

- -t 
GEOL GEOL-112 California Geology New Jan-06 EFFECTIVE SU06 

Transitions for Intercollegiate 
t 
I CATALOG INCLUSION: 

GUID GUID-105 Student Athletes New Jan-07 2007-08 

CATALOG INCLUSION: Fully Online t 
. IGUID GUID-118 Transfer Success New _l Dec-06 2007-08 &Hybridj.

Topics in Guidance: The CATALOG INCLUSION: Fully Online 
GUID GUID-151A-O Leaming Environment New Jan-07 2007-08 & Hybrid 

Topics in Guidance: Learning 
~ 

CATALOG INCLUSION: 
- + 

--ruuy Online 
GUID GUID-152A-T Strategies New Jan-07 2007-08 & Hybrid 
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Mt. San Jacinto College 


Course Outline of Record Listing 

I ~ 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept 

GUID 

GUID 

Course 

GUID-153A-K 

GUID-154A-Y 

Course Name 
Topics in Guidance ... Personal 
Management 
Topics in Guidance: Career 
Management 

NEW 

New 

New 

Approval Additional Information 

Nov-07 Catalog Inclusion: 2008-09 
t 

CATALOG INCLUSION: 
Jan-07 2007-08 

i 

Addendum 

~ 

Addendum 
Fully Online 
& Hybrid 
Fully Online 
& Hybrid 

Listings 

GUID GUID-155A-N 
Topics in Guidance ... Wellness 
Management New Nov-07 Catalog Inclusion: 2008-09 

- -

Fully Online 
& Hybrid 

HIST 

HIST 

HIST-109 

HIST-109H 

Global History of World War II 
HonorsGlobal History of World 
War II 

New 

New 

Effective Summer 2007 
Jun-06 Catalog inclusion: 2007-08 

(CCM 05-15-06) Catalog 
NIA inclusion: 2007-08 Honors 

HIST HIST-113 

Int roduction and Appreciation 

of Music New 
add cross listing (MUS 100) 

Jun-05 EFFECTIVE SU06 1 -
MUS-100 

HIST 

HIST 

HIST 

HIST-114 

HIST-119H 

HIST-120H 

Introduction and Appreciation 

of American Music 

Honors Civil War and 

Reconstruction 1860-1876 

Honors California History 

New 

New 

New 

add cross listing (MUS 107) 
Jun-05 EFFECTIVE SU06 

~ 

(CCM 12114/09) Catalog 
NIA inclusion: 2010-11 

(CCM 12107/09) Catalog 
NIA inclusion: 2010-11 

r-

Honors 

Honors 

Fully Online 

& Hybrid 

t

MUS-107 

HIST HIST-125 
Military History of the United 
States 

I 

New I Effective Summer 2007 
Jun-06 Catalog inclusion: 2007-08 

I 

-

Fully Online 

& Hybrid 

HIST 

HIST 

HIST-126 

HIST-127 
I 

History of Great Britain to 1714 

History of Great Britain From 
1714 

New 

New 

It Catalog inclusion: 2008-09 
Jun-07 Term Effective Fall 2008 

Catalog inclusiono 2008-09 
Jun-07 Term Effective Fall 2008 1 

-

HIST HIST-140 History of Mexico New 
Catalog inclusion: 2008-09 

Jun-07 Term Effective Fall 2008 
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Mt. San Jacinto College 


Course Outline of Record Listing 

I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Information Addendum Addendum Listings 
Cross listed as THA 102 
CATALOG INCLUSION: 

HIST HIST-154 Theater History New Jan-07 2007-08 I I THA-102 
+ 

Catalog inclusion: 2008-09 
HIST HIST-155 The Sixties New Jun-07 Term Effective Spring 2008* 

~ 

Fully Online 

HIST HIST-161 Global History of World War I New Jan-10 EFFECTIVE FA10 I & Hybrid
ti 

Honors Global History of World (CCM 12107/09) Catalog 
HIST HIST-161H War I New NIA inclusion: 2010-11 Honors 

r 
I Fully Online I 

HIST HIST-162 History of the Vietnam War New Jan-10 EFFECTIVE FA10 r -f& Hybrid1 
 1
Honors History of t he Vietnam (CCM 12107/09) Catalog 

HIST HIST-162H War New NIA inclusion: 2010-11 Honors .. 
"CR wfTHA 137. 

HUM HUM-137 Introduction to World Cinema New t Jan-06 EFFECTIVE SU06. THA-137 
~ l 

No Program Submission 
Classes being held per Dr. 

' IPP IPP-103 Processing Skills Development New Jun-08 Rowley.
i  ~ 

fNo Program Submission 
Classes being held per Dr. 

IPP IPP-104 ASL to English Interpreting I New Jun-08 Rowley. 
+ -- 

No Program Submission 
Classes being held per Dr. 

IPP IPP-105 English to ASL Interpreting I New Jun-08 Rowley. ... 
~No Program Submission 

Ethical and Professional Classes being held per Dr. 
IPP IPP-201 Standards of Interpreting New Jun-08 Rowley. ... 

No Program Submission 
Classes being held per Dr. 

IPP IPP-204 ASL to English Interpreting II New Jun-08 Rowley. 
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Mt. San Jacinto College 


Course Outline of Record Listing 

I I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept 

IPP 

IPP 

IPP 

WL 

WL 

Course 

IPP-205 

IPP-210 

IPP-250 

ITAL-101 

ITAL-101H 

Course Name 

English to ASL Interpret ing II 

Specialized Interpreting 

Pract icum and Seminar 

Elementary Italian I 

Honors Elementary Italian I 

NEW 

New 

New 

New 

New 

New 

Approval Additional lnfonnation 
No Program Submission 
Classes being held per Dr. 

I Jun-08 Rowley. 
i 

No Program Submission 
Classes being held per Dr. 

I Jun-08 Rowley. 
No Program Submission 
Classes being held per Dr. 

~ 
Jun-08 Rowley. 

Jun-08 EFFFECTIVE FA09 
{CCM 04/21/08 Catalog 

NIA inclusion: 2009-1 O 

Addendum 

t 

Honors 

Addendum 

t 

Listings 

W L 

WL 

ITAL-102 

ITAL-102H 

Elementary Italian II 

Honors Elementary Italian II 

New 

New 

Jun-08 EFFFECTIVE FA09 
{CCM 04/21/08 Catalog 

NIA inclusion: 2009-10 

i 

Honors 

WL ITAL-201 Intermediate Italian I New Jun-08 EFFFECTIVE FA09 
{CCM 04/21108 Catalog 

WL ITAL-201H Honors Intermediate Italian I New NIA inclusion: 2009-10 Honors 

WL ITAL-202 Intermediate Italian II New Jun-08 EFFFECTIVE FA09 
{CCM 04/21/08 Catalog 

W L ITAL-202H Honors Intermediate Italian II New NIA inclusion: 2009-10 Honors 
*CR w/GER 103 EFFECTIVE ~ 

LEG LEG-103 Elder Law New Dec-05 SU06 GER-103 
~ 

Research an Writing for Legal Fully Online 

LEG LEG-107 Assistant New Jan-10 EFFECTIVE FA10 & Hybrid 

Essentials of Library Research Catalog Inclusion date: 2008 Fully Online 

LIB LIB-101 and Information Competency New Apr-07 09 & Hybrid 
T 

Previously submitted and 
approved as MATH 095A 
changed for consistency 

MATH MATH-096A Intermediate Algebra Part A New Jan--07 Catalog inclusion: 2007-08 
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Mt. San Jacinto College 


Course Outline of Record Listing 


I Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Information Addendum Addendum Listings 

Previously submitted and 
approved as MATH 0958 -
changed for consistency 

MATH MATH-0968 Intermediate Algebra Part B New Jan-07 Catalog inclusion: 2007-08 

(CCM 12113/04) Catalog 
MATH MATH-140H Honors Introduction to Statistics New NIA inclusion: 2005-06 Honors 

Honors Introduction to (CCM 11/26/07) Catalog 
MGT MGT-103H Management New NIA inclusion: 2008-09 Honors 

Digital Imagining Studio ·cR w/PHOT 090. 
MUL 

MUL 

MUL-090 

MUL-126 

Laboratory 

Time Based Media 
Practical Production 

New 

New l 
Dec-05 EFFECTIVE suoo 

*CR w/ART 124. 
Nov-04 EFFECTIVE SU05 

PHOT-090 

ART-124 

MUL MUL-214 Entertainment New Feb-09 EFFECTIVE FA 09 
CR w/AUD-153. Catalog 
inclusion date: 2008-09 Term 

MUL MUL-223 Video Production 11 New Jun-07 Effective: Fall 2008 AUD-153 

MUL 

MUL 

MUL-225 

MUL-245 

Digit a I Photography Production 

Ill 

3D Topic - Modeling 

New 

New 

*CR/ w/PHOT 225 
Dec-05 EFFECTIVE SU06 

Dec-04 EFFECTIVE SU05 - f  I· 
PHOT-225 

GE Areas C and F added. 
MUS MUS-106 History of Rock and Roll New Apr-08 EFFECTIVE FA08 

. -

MUS MUS-109 World Music ~ew Jan-05 EFFECTIVE SU05 
+ - + 

AUD-147/ 

MUS MUS-147 The Music & Audio Business New Jun-05 (er w/AUD147/BADM 147} BADM-147 

(er w/AUD 148} Emergency 
Request: SPOO. Catalog 

MUS MUS-148 Rad io Production New Jun-05 inclusion: SUOO. AUD-148 
+ 

(previously MUS 202 Jazz 
Jazz Ensemble I (formerly MUS- Ensemble} EFFECTIVE 

MUS MUS-210 202 Jazz Ensemble) New Jan-05 SU05 

MUS MUS-211 Jazz Ensemble II New 
~-

I Jan-05 EFFECTIVE SU05 t + 
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Mt. San Jacinto College 


Course Outline of Record Listing 

I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course 	 Course Name NEW Approval Additional Information 

MUS MUS-212 	 Instrumental Chamber Music New Feb-091Ei=°FECTIVE FA09 

MUS MUS-214 	 Guitar Ensemble New Jan-101EFFECTIVE FA10r 	 - 
Music Theory Ill: Analysis and 

MUS MUS-253 Chromatic Harmony New Jan-05 EFFECTIVE SU05 
Nursing Skills Laboratory  ~ 

INURS NURS-064R 	 Remediation New Jan-10 EFFECTIVE FA10 

Pharmacology & Dosage 

NURS NURS-194 	 Calculations for Nurses New Jan-06 EFFECTIVE SU06 

NURS NURS-212 	 Foundations of Nursing New Jan-06 EFFECTIVE SU06 

Nursing Care of Children & 1NURS NURS-222 Families New Jan-06 EFFECTIVE SU06 

Beginning Medical-Surgical 

NURS NURS-224 Nursing II New I Jan-06 EFFECTIVE SU06 

Nursing of Childbearing & 

NURS NURS-226 Families New I Jan-06 EFFECTIVE SU06 I i 
EFFECTIVE SP08 Catalog I 

NURS NURS-232 Role Transition New I Dec-07 Inclusion: 2008-09 

Intermediate Medical-Surgical 

NURS NURS-234 Nursing Ill New I Jan-06 EFFECTIVE SU06 
CATALOG INCLUSION: 

NURS NURS-236 Mental Health Nursing New r Dec-06 2007-08 
!. 	 ._ 

Gerontology and Community 	 I CATALOG INCLUSION:
I

NURS NURS-238 	 Nursing New I Dec-06 2007-08 

Advanced Medical-Surgical 

NURS NURS-244 Nursing IV New Jan-06 EFFECTIVE SU06 - -	 - --+- 
NURS NURS-248 	 Preceptorship New Feb-09 EFFECTIVE FA09t 

--<-~ 

(CCM 12/07/09) Catalog 
NUTR NUTR-lOOH Honors Family Nutrition New NIA inclusion: 2010-11 IHonors 

Keyboarding and Software 
BUS OTEC-050 Application Lab New Jan-10 EFFECTIVE FA10 

Addendum Addendum Listings 

~ 

• 

1
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Mt. San Jacinto College 


Course Outline of Record Listing 


Dept Course Course Name NEW 
BOT 
Approval Additional Information 

Approved 

Honors 

Addendum 

Approved 

Distance Ed 

Addendum 

Cross-

Listings 

BUS OTEC-131 Filing Techniques New 
~ 

Catalog Inclusion date: 2008
May-07 09 Term Effective: Fall 2007" 

+ 

BUS 

I 

OTEC-146 
Keyboarding Speed and 
Accuracy New Feb-09 EFFECTIVE FA09 

I 
I 

Fully Online 

& Hybrid 

BUS OTEC-150 
Records and Information 
Management New Oec-07 EFFECTIVE F A08 I 

Fully Online 

& Hybrid 

BUS 

BUS 

OTEC-153 

OTEC-160 

Electronic Records Management New 

I 
Creating and Managing the 
Virtual Office New 

t 
Oec-07 EFFECTIVE FA08 

Catalog inclusion:2008-09 
Jun-07 Term Effective: Fall 2008 

I 

~ 
I 

Fully Online 

& Hybrid 

Fully Online 

& Hybrid 

BUS OTEC-163 
Operating and Marketing the 
Virtual Office New I Catalog inclusion:2008-09 

Jun-07 Term Effective: Fall 2008 

Fully Online 

& Hybrid 

BUS 

PE 

OTEC-180 

PE-114A 

Research Analysis and 
Presentation 

Strength Training: Circuit 

New 

New l Feb-09 EFFECTIVE FA09 

Jan-10 EFFECTIVE FA10 
+

Fully Online 

& Hybrid 

PE 

PE 

PE 

PE-114B 

PE-114C 

PE-118 

Strength Training: Free Weights 

Powerlifting 

Beginning Step Aerobics 

New 

New 

New 

t 

+

+

Jan-10 EFFECTIVE FA10 

Jan-10 EFFECTIVE FA10 

Jan-10 EFFECTIVE FA10 

PE 

PE 

PE 

PE-120 

PE-124A 

PE-124B 

Beginning Yoga 

Theory of Football: Offense 

Theory of Football: Defense 

New 

New 

New 

+

t-

Effective Summer 2007 
Jun-06 Catalog inclusion: 2007-08 

Jan-10 EFFECTIVE FA10 

Jan-10 EFFECTIVE FA10 
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Mt. San Jacinto College 


Course Outl ine of Record Listing 

I I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Information Addendum Addendum Listings 

Strength and Conditioning for 

PE PE-125 Footbal l New .. Jan-10 EFFECTIVE FA10 

Emergency Request: SP06, 
PE PE-180 Methods of Teaching Golf New Jun-05 Catalog inclusion: SU06 

Methods of Teaching Golf: Short Emergency Request: SP06, 
PE PE-181 Game and Putting New Jun-05 Catalog inclusion: SU06 

-r-

Emergency Request: SP06, 
PE PE-182 Golf Academy Practicum New Jun-05 Catalog inclusion: SU06 

~-

Honors Introduction to {CCM 11/15/04) Catalog 
PHIL PHIL-101 H Philosophy I New NIA inclusion: 2005-06 Honors 

- {CCM 05/17/04) Catalog 
PHIL PHIL-103H Honors Logic New NIA inclusion: 2005-06 Honors 

{CCM 05/21/07) Catalog Fully Online 
PHIL PHIL-105H Honors Introduction to Ethics New NIA Inclusion: 2008-09 Honors & Hybrid 

Honors Contemporary {CCM 05/21/07) Catalog Fully Online 
PHIL PHIL-111 H Philosophy New NIA Inclusion: 2008-09 Honors ~Hybrid 

Digital Imagining Studio *CR w/MUL 090 EFFECTIVE 
PHOT PHOT-090 Laboratory New Dec-05 SU06 MUL-090 

*CR w/MUL 124 EFFECTIVE Fully Online 
PHOT 

PHOT 

PHOT-125 

PHOT-130 

Digital Photography Production I New 

History of Still Photography New 
r 
i 

Dec-05 SU06 

CATALOG INCLUSION: 
Jan-07 2007-08 1 

& Hybrid 

Fully Online 
& Hybrid 

MUL-124 

Digital Photography Production add "CR w/MUL 224 
PHOT PHOT-224 II New Jan-06 EFFECTIVE SU06 I MUL-224 

Digital Photography Production 
~ 

*CR w/MUL 225 EFFECTIVE 
t-
I 

PHOT PHOT-225 Ill 
- - - New I-r 

Dec-05 SU06 

EFFECTIVE SP06 (per Mr. 
MUL-225 

Schultz). Catalog inclusion: 
PHY PHY-100 Conceptual Physics New 

+ 
Jun-05 SU06 

CATALOG INCLUSION: 
.. - -i 

PHY PHY-203 Optics and Modern Physics New Jan-07 2007-08 
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Mt . San Jacint o College 


Course Out line of Record Listing 

I 

Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Informat ion Addendum Addendum Listings 

BUS SEMA-100 Our Sustainable Future 
Fundamentals of Energy 

New 
+

Jan-10 EFFECTIVE FA10 
- - +

BUS SEMA-101 Assessment in Business 
Managing Sustainability 

New 
+

Jan-10 EFFECTIVE FA10 

BUS SEMA-110 Business Practices New Jan-10 EFFECTIVE FA10 
(CCM 12107/09) Catalog 

~ 

SOCI SOCl-lOSH Honors Social Psychology New NIA inclusion: 2010-11 Honors PSYC-lOSH -	 t 
SOCI SOCl-124 	 Foundations of Social Research New Jan-10 EFFECTIVE FA10 

Elementary Spanish for Spanish Emergency Request: SP06, 
WL SPAN-104 Speakers II New Jun-05 Catalog inclusion SU06 

(CCM 05-15-06) Catalog 
WL SPAN-201H Honors Intermediate Spanish I New NIA inclusion: 2007-08 Honors 

{CCM 05-15-06) Catalog 
WL SPAN-202H 	 Honors Intermediate Spanish II New NIA inclusion: 2007-08 Honors 

WL SPAN-210 	 Spanish Grammar I New Jun-08 EFFECTIVE FA09 

WL SPAN-211 	 Spanish Grammar II New Jun-08 EFFECTIVE FA09 t I{CCM 05-15-06) Catalog 
WL SPAN-230H Honors Spanish Composition I New NIA inclusion: 2007-08 Honors 

+
{CCM 05-15-06) Catalog 

WL SPAN-231H Honors Spanish Composition II New NIA inclusion: 2007-08 Honors 

WL SPAN-240 	 Spanish through Film New Jun-08 EFFECTIVE FA09 
-- J..

Intermediate Spanish 	
+ 

WL SPAN-251 	 jConversation I New Jun-08 EFFECTIVE FA09 I 
Intermediate Spanish 

WL SPAN-252 	 Conversation II New Jun-08 EFFECTIVE FA09 L 1 

Emergency Request: FA05, 
TA TA-082 ,Introduction t o Tutorial Writ ing New Jun-05 Catalog inclusion: SU06 Hybrid Only 

~ 

Pending 
Introduction to Tutoring Across June 

TA TA-100 Disciplines New 2010 BOT EFFECTIVE FA11 
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Mt. San Jacinto College 


Course Outline of Record Listing 


(CCM 11/29/04) EFFECTIVE 
THA THA-101H Honors Introduction to Theater New I Nov-04 SU05 

Cross listed as HIST 154 
CATALOG INCLUSION: 

THA THA-102 Theater History New I Jan-07 2007-08 
~ 

Cross listed as COMM 113 
CATALOG INCLUSION: 

THA THA-113 Oral Interpretation of Literature New I Jan-07 2007-08 

l 
~ 

·cR w/HUM 137. 
THA THA-137 Introduction to World Cinema New Jan-06 EFFECTIVE SU06. 

THA THA-150 Survey of Drama New Feb-09 EFFECTIVE FA09 
tTHA THA-155 Musical Theater History New Jan-06 EFFECTIVE SU06 
f-

Dramatic Writing for Stage and Cross listed as ENGL 160 
THA THA-160 Screen New Jun-08 EFFECTIVE FA08 

(previously THA 119) TOP 
code change, class max 
change, change in 

I ' 
Approved Approved 

BOT Honors Distance Ed Cross-

Dept Course Course Name NEW Approval Additional Information Addendum Addendum Listings__,___t Fully Online 

Honors ~Hybrid 


I 

HIST-154 

COMM-113 
+ 

HUM-137 
+ 

ENGL-200 
+ 

ENGL-160 
+ 

t 

units/hours from 3 units lee to 
Fundamentals of Directing 2 units lec/1 unit lab. 

THA THA-210 (formerly THA-119) New Jan-07 Catalog Inclusion: 2007-08 
-- -+

VEW VEW-100 Introduction to Viticulture New Jan-08 EFFECTIVE FA08 
·-. t 

VEW VEW-102 Introduction to Enology New Jan-08 EFFECTIVE FA08 
+ ' Hospitality in the Winemaking i 

VEW VEW-1 06 Industry New Jan-10 EFFECTIVE FA10 
+- + + 

VEW VEW-108 Winery Business Principles New Jan-10 EFFECTIVE FA10 
Emergency Request: Spring 
2007 Catalog inclusion: 

WATR WATR-140 Wells, Pumps and Motors New Jun-06 Summer 2007 
+ t-

I --
+ 

+ T t I I I ' t--- -+---!--
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EXHIBIT 2: MT. SAN JACINTO COLLEGE INTEGRATED COURSE OUTLINE OF RECORD FOR EACH 

PROGRAM 

Mt. San Jacinto Community College District Substantive Change Proposal - New Certificate Programs 42 



Integrated Course Outline of Record - Computer Information Systems (Service Desk Hardware 

Support/Software Support) 



Mt. San Jacinto College 

Page 1of4 Integrated Course Outline of Record FormB 


Submitted by: Bil Bergin Date: I 31-Aug-09 

Subject Course 


(select from this 
Ii N!JJJ1b_e_( Title 


Computer 

Information 

Systems 


Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 

disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 


CIS CSIS 171 Service Desk Concepts 

Ii!!.!: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units
Lecture !:fill 
Units/Hours Units/Hours 3 0 - 3+ 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units - 64-72 4 units-192-216 48-54 + 0 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from~. 

Pass/No Pass YES 

0708.20 

Yes or No Maximum 	 ~35 Enter number (usually Yes) EnroIImen·t 	 ALLOW 
Pass/No Pass NO Yes or No 	 TOP code (click here for TOP 

code website) ONLY (usually No) 	 (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).
1 (If more than 1, justify with one of the following) be Because the course content differs each time It Is offered ... 
~----~ . . fill1! the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

,_____, 	 enhanced by supervised repetition and practice within class periods 
... ;mg the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments is the basic means by which teaming objectives are 
obtained. 

taken 

~ Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 
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This course introduces students to Service Desk concepts and technology;. Within 
the context of the incident management and problem management life cycles, 
students wiU examine: service desk concepts, operations, roles and responsibilities, 
and rocesses and ocedures. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces students to Service Desk conce ts and technol 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~ 

There is a growing demand in the Inland Empire for service desk and help desk 

technicians: This program will provide our students with skills necessary for those 

em lo ment o ortunities. 

Prerequisite(s): 

Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None~ 
Coreq uisite( s): 
Cor uisites thro h a s 

None.. 

Other Enrollment Criteria: 
INone.

Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followin : 

A. Describe th8 c0mp0nents of'a succeasful service desk · 
B. Prepare a mission statement for service desk unit 
c. 	Distinguish betWeen the roles ofan internal~ operatiotl and·an external 

service desk. · · . . . 
D. 	Use process frameworks and standards 
E. 	 Apply basic strategk!Js to perform user needs analysis and assessment 
F. 	 Plan and prepare effective user documentation 
G. 	Prepare a project ptari for selecting service desk technologies 

Course Content: (please number the outline of main topics and subtopics) 

1. 	Introduction to Service Desk Concepts 
a. 	 Evolution ofTechnical Support 
b. Role of the Service Desk in Technical Support 
c~ Components ofa.Successful Service Desk. 
d~ CusfOmer Service 

2. 	Service DeskOperations 
a. Types ofCustomer Service and Support Organizations 
b"° Internal Service Desk 
c~ External SerYlce Desk 
d. 	Service Desk Structures 
e. 	 Growth ofOutsourcing 
f. 	 The Support Center Model 

3. 	Service Desk Roles and Responsibilities 
a. Principle Job Categories 
b. Su n Roles 

REV 7/09 
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c. Characteristics of a Successful Service Desk Team 
4. Service Desk Processes and Procedures 

a. Quality Improvement Programs 
b. Service Desk Processes 
c. Quality Improvement Processes 

5. Sewice Desk Tools and Technologies 
a. Primary Service Desk Technologies 
b. Remote Support Technologies 
c. Service Desk Communication Tools 
d. Service Desk Management Tools 

6. Service Desk Performance Measures 
a. Information as a Resource 
b. Data Categories Captured by Service Desks 
c. Team Performance Measures 
d. Individual Performance Measures 
e. Individual Contributions to Team Goals 

7. User Support Management 
a. ManagerJal Concerns 
b. Managing a User Support Project 
c. User Support Certification 
d. User Support as a Profession 

8. Service Desk Setting 
a. Service Desk Setup 
b. Analyst's Personal Workspace - c. Good Habits for Analysts 

9. Common Support Problems 
a. Common End-User Problems 
b. The Problem-Solving Process Applied to Typical End-User Problems 

1O. Installing End-User Computer Systems 
a. System Installation Overview 
b. Site Management Documentation 
c. Hardware Installation Tools 
d. Common Hardware Installation Steps 
e. Common Operating System and Network Installation Steps 
f. Common Steps to Install Applications Software 

11. Product Evaluation Strategies and Support Standards 
a. Methods for Evaluating and Selecting Computer Products 
b. Product Support Standards 

12.User Needs Analysis and Assessment 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include. but are not limited to the followin : 

A. Lecture on components and core functions service desk concepts. 
B. Lecture. and demonstrate service desk technologies. 
C. Pair- and small-group problem solving and discussion on specific features available with 

service desk technologies. 
D. Hands-on activities workin with service desk techno ies. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

A. Homework assignments that demonstrate mastery of service desk technologies. 
B. Team projects where students wiH design and implement a service desk scenario. 
C. Test that demonstrates the student•s abil" to use the a riate service desk technol 
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wireless network on Its campus and Is expecting an Increase In Its contact volume as a 
result. Search the Web for information using searches such as "university service desk" 
and "university service desk wireless." Prepare a brief report describing the most common 
tools, technologies, and techniques universities use to help students and faculty gain access 
to and get help using their wireless networks. Include examples of universities that are 
currently offering wireless services. 

A Guide to Service Desk Conce ts 
Author Title 

I Course Technology I9780324785067 IMarch 2009 
Publisher ISBN Publication Date 

Required (2): 
I 

Author Title 

Publisher ISBN Publication Date 

Required (3): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 
I 

Author Title 

Publisher ISBN Publication Date 

NEW JAN09 
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Submitted by: ~B_i_l_B_er~g~in_____________~ Date: I 31-Aug-09 

Course 

Number Title 


Computer 

Information 

Systems 


Course Number: 	 a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 

disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 


CIS CSIS 171 L Service Desk Lab 

~: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology In the Classroom (formerly COE 1601. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours o I+ ~I__1_~ -- 1 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units - 64-72 4 units - 192-216 0 + 48-54 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from ~. 

Pass/No Pass YES 

0708.20 

Yes or No Maximum 	 ~35 Enter number (usually Yes) EnroIImen:t 	 ALLOW 
(click here for TOP Pass/No Pass NO Yes or No 	 TOP code 
code website) ONLY (usually No) 	 (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~Can 
4 (If more than 1. justify with one of the following) be 

~--+-=Bec-'-"-'a=u"-seo-.the course content differs each time it is offered ... 
X . . S!!1Q the student who repeats it is gaining an expanded educational experience because skiffs and proficiencies are 

r-----1 	enhanced by supervised repetition and practice within class periods 
. . . iflSi. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments Is the basic means by which teaming objectives are 
obtained. 

taken 

~--~ 

D Stand Alone Course Check box if Stand Alone course . 
A Stand Alone course is a Non-degree applicable credff course and/or a degree applicable credit course which is not pert of an approved educational program, 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only desaibe the course). (75 words or less in gray box below). 
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This course is designed for the student who wants to gain hands-on experience in 
applying the concepts and technologies of a service/help desk. Students will use a 
variety of software tools and technologies to analyze user needs, and to track and 
report trouble incidents. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! 1fyotI 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course is designed for the student who wants to gain hands-on experience in 
a I in the conce ts and technolo ies of a service/hel desk. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

There is a growing demand in the Inland Empire for service desk and help desk 

technicians. This program will provide our students with skills necessary for those 

em lo mento rtunities. 

Prerequisite(s): 

Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

Co reg uisite( s): 
Cor · ·es o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followinq: 

A. 	 Provide helpdesk and technical support 
B. 	 Perform hardware and/or software troubleshooting 
C. 	 Use Information resources to help solve computer problems 
D. 	 Provide facilitation and customer service 
E. 	 Use a documentation system to track service incidents 
F. 	 Create and manage incidints and document the contacts, assets, and other IT resources 

associated with those incidents 

Course Content: (please number the outline of main topics and subtopics) 

1. 	Common Support Problems 
a. 	 Common End-User Problems 
b. 	The Problem-Solving Process Applied to Typical End-User Problems 

2. 	 Installing End-User Computer Systems 
a. 	 System Installation Overview 
b. 	 Site Management Documentation 
c. 	 Hardware Installation Tools 
d. 	Common Hardware Installation Steps 
e. Common Operating System and Network Installation Steps 
f. 	 Common Steps to install Applications Software 

3. 	 Product Evaluation Strategies and Support Standards 
a. 	 Methods for Evaluating and Selecting Computer Products 
b. 	 Product Support Standards 
a. 	 User Needs Analvsis and Assessment 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
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Methods of instruction ma include, but are not limited to the followin : 

A. Guided practice perfonning hardware and/or software troubleshooting. 
B. Hands-on activities usin a documentation s tern to track service incidents 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followino: 

A. 	Graded lab assignments from textbook which direct students to use resources to help solve 
computer problems 

B. Journal/portfolio analysis from created and managed incidents and documentation associated 
with those incidents 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Case Project: University Service Desk. A university service desk is preparing to Install a 
wireless network on its campus and is expecting an increase In Its contact volume as a 
result. Search the Web for Information using searches such as "university service desk" 
and "university service desk wireless." Prepare a brief report describing the most common 
tools, technologies, and techniques universities use to help students and faculty gain access 
to and get help using their wireless networks. Include examples of universities that are 
currently offering wireless services. 
Lab activity: Log activity and tim&On-task details in the tracking system and flag this 
lncident/activ for follow-u uall review. 

A Guide to Service Desk Conce ts 
Author Title 

I Course Technology I978o32418soa1 I March 2009 
Publisher ISBN Publication Date 

Required (2): 
I 

I 


Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher 

I 
Supplemental (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

NEW JAN09 
ISBN Publication Date 

REV 7/09 
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Submitted by: L.....B_i_IB_e_r_..g'--in______________,J Date: I 23-Apr-2007 I 
Course 
Number Title 

Computer CIS CSIS 154 Using and Configuring 
Information Windows Operating 
Systems Systems 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 

YQ 
Units/Hours 

Lecture Units 
3 + 

Lab Units 
0 --

Total Units 
3 

1 unlt-16-18 
2 units - 32-36 

1 unit - 48-54 
2 unlts-96-108 Lecture Hours Lab Hours Total Hours 

3 units - 48-54 
4 units-64-72 

3 units-144-162 
4 units-192-216 48-54 + 0 -- 48-54 

5 units - 80-90 5 units - 240-270 

AAIAS Degree General Ed Breadth Area(s): '---0_2_--'--_____...________, 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~. 

Credit/No YES 

0708.00 

Yes or No Maximum Enter number (usually Yes) Credit ALLOWEnrollment: 
(click here for TOP Credit/No Yes or No TOP code 

(usually No) code website) (choose only 1) CreditONLY 

time(s) for credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1, justify with one of the following) be '---..+-:Bec==.:au::;:;s.;;;.,ethe course content differs each time it Is offered ... 

... fill!!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1-----1 enhanced by supervised repetition and practice within class periods 

.. fill!!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course). (75 words or less in gray box below). 

This course introduces the student to system administration concepts and MS 
Windows system administration tools. Concepts to be covered include system and 
software installation, user and profile management, disk management, backup and 
recovery, and security issues. This course is designed for students preparing for A+ 
certification, as well as students planning a career in system administration and 
management. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onlv describe the course). (25 words or less in qrav box below). 

System administration for the MS Windows environments including system and 
software installation, user and profile management, disk management, backup and 
recovery, and security issues. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

This course introduces the student to industry standard technology and provides the 
student with the opportunity to examine career opportunities within the System 
Administration specialization. This course directly supports those campus goals 
that stress the importance ofpreparing our students to deal effectively with 
emerging technologies. 

roval rocess. See Forms E1-E4 for details. 

None. 
Coreguisite(s): 
Cor uisites o throu h a se arate a 

None. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the following: 

A. 	List and describe common system administration activities. 
B. Evaluate the hardware resources available on a workstation as part of the 

preparation for a system installation. 
C. Perform a Windows system installation. 
D. 	Analyze the interrelationships and dependencies of the hardware, operating 

system, and applications software in order to troubleshoot system problems. 
E. 	Evaluate usage needs and design user and group policies. 
F. 	 Administer user accounts in a Windows environment. 
G. Convey technical information to colleagues via a technical report or technical 

presentation 

Course Content: (please number the outline of main topics and subtopics) 

1. Introduction to operating systems 
a. 	 Back round 
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b. General capabilities 
c. Windows operating systems 
d. Other operating systems 

2. Operating system functions 
a. How an OS relates to hardware 
b. How an OS relates to other software 

3. Boot process 
a. Sequence of operations 
b. Characteristics of each stage 

4. Registry 
a. Organization concepts 
b. Editing 

5. Windows NT 
a. Understanding WinNT 

i. Features 
ii. Modularity 
iii. Modes 

b. Installing WinNT 
i. Pre-installation activities 
ii. Installation 
iii. Post-installation activities 

c. Troubleshooting WinNT 
i. WinNT tools 

6. Windows 2K 
a. Understanding Win2K 

i. Features 
b. Installing Win2K 

i. Pre-installation activities 
ii. Installation 
iii. Post-installation activities 

c. Troubleshooting Win2K 
i. Win2K tools 
ii. Backup tool 
iii. MS Management Console 

7. Windows XP 
a. Understanding WinXP 

i. features 
b. Installing WinXP 

i. Pre-installation activities 
ii. Installation 
iii. Post-installation activities 

c. Troubleshooting WinXP 
i. WinXP tools 
ii. Admin tools 
iii. Registry editor 

Methods of Instruction: (please number and be reflective of a variety of learning styles l 
Methods of instruction ma include, but are not limited to the followin : 

A. Lecture on Windows features ca abilities and commands. 
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B. Lecture, demonstration, and guided practice on troubleshooting principles and 
techniques. 

C. 	Lecture on user accounts and administering user accounts. 
D. 	Pair- and small-group problem solving and discussion on administering the active 

directory. 
E. 	Hands-on activities to install and configure Windows components. 

Methods of Eva I uation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

A. Participation, based on contributions (discussion and critique sessions) as well 
as participation in class exercises completed in independent and small group 
settings and in web based activities. 

B. Homework assignments that demonstrate mastery of Windows system 
administration concepts, terminology, and methods. 

C. 	Team projects where students will configure and troubleshoot Windows 
components. 

D. Tests that demonstrate mastery of course objectives. 
E. 	Students will prepare a technical report or deliver a technical presentation on 

one of the elective topics identified by the instructor. 
F. 	 A comprehensive portfolio may be utilized by the instructor as an outcome 

document for students to show their competencies to prospective employers. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
ReadinQ and writinQ, as well as out of class assignments are reauired. These assianments mav include but are not limited to the followina: 

A. Projects I Team Assignments. Given a case scenario, the team will install 
Windows 2000 with the appropriate (user) account structure. 

B. Projects I Team Assignments. Student teams will work in pairs, each team will 
sabotage the other team's computer and then return to fix their own system 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Jean Andrews A+ Managing and Maintaining You PC 

Sixth edition 
Title 

ICourse Technology I0619211588 I November 2006 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 
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PubIIsher ISBN Publication Date 

Supplemental (2): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CSIS 154 rev JUNE 07 
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Submitted by: 14-Jul-2010 
Subject Course 

I select from this 
I; ~-y_mber Title 

Computer 
Information 
Systems 

CSIS 181 Computer Hardware - Level 1 

Course Number: a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher. Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 16Q). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
lli!.!H! Y.!2 
Unit§LH2ur1 UniWHours 4 0 4+ -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units -144-162 
4 units - 64-72 4 units -192-216 64-72 + 0 -- 64-72 
5 units - 80-90 5 units - 240-270 

Maximum TOP code (click here for TOP Enter number 0708.20(choose only 1 ) code website) 

Pass/No Pass 
Enrollment: 

Yes or No 

(usually No) 
ONLY 

Can time(S) for Credit (max 4) (More detailed information on course repeatabilrty can be found~·
1 (If more than 1, justify with one of the following) be ~--+-~Bec~a~u~se"°'th& course content differs each time ft Is offered ... 

D ...mJ1. the student who repeats it is gaining an expanded educational experience because skills and proficiencies aretaken 
f----i enhanced by supervised repetition and practice within class periods ..mJI. the student who repeats it is gaining an expanded educational experience because active participatory

D experience fn indlvfdual study or group assignments is the basic means by which learning objectives are 
obtained. 

~--~ 

Ostand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a non~ree app/lcabht credit course or a thgrH applicable credit course which Is not part of a degree or state certfffcate and Is not 
approved In one of the GE areas. If a course Is only approved In an employment concentration certfffute. it Is considered Stand Alone. Ifcourse Is Stand 
Alone, Indicate In Stand Alone fkfld on Form A 1. 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~. In the box below. justify placement 

REV 5/10 
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for each general education area indicated using the general education definitions and student learning outcomes found ~. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please on describe the course . 75 words or less in ra box below . 

This course introduces the basics of computing hardware technologies and the tear-down 
and assembly of a computer system. The features and functions of all major computing 
system hardware components are covered along with techniques for their installation and 
configuration. Operating system fundamentals are studied. especially in relation to hardware 
confi uration and troubleshootin . 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count Careful! If you select the 
entire box that the words are within, it won't give an accurate count 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please on describe the course . 25 words or less in ra box below . 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count 

Need for the course: (For more information on demonstrating need, click l:!!n) 

This course introduces the student to industry standard technologies and provides the 
student witti the opportunity to examine career opportunities Within our ITspecializations: 
This course is a requirement for students in the Computer Hardware Specialist employment 
concentration. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E5 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None 
Corequisite(s):

I~;:sites go th~~h a separate approval process. See Forms E1-E5 for details. 

Recommended Preparation: 
Recommended Pre ration thro a se arate a roval 

None 
recess. See Forms E1-E5 for details. 

Other Enrollment Criteria: 
See Forms E 1-E5 for details. 

INone 

t. 	 Expfain the basic functions ofa computing system. 
2. 	 Plan for, prepare, set up and maintain computer hardware. 
3. 	 Apply systems concepts in the investigation. evaluation1 and resolution of hardware 

problems. 
4. 	 Evaluate and assess computing and networking hardware and software probtems 

using troubleshooting strategies and techniques. 
5. 	 Evaluate: and assess workplace factors and use the appropriate safety and 

environmental procedures when working with hardware components. 
6. 	 Evaluate and recommend computing hardware products and services. 
7. 	 Demonstrate working effectively as a member of a team to accomplish cornmon 

goals. . · 	 · · · · · . 
8. 	 Analyze technical information, as well as listen effectively to, commtinicate 

orally with, and prepare memos, reports and documentation for a wide range of 
audiences. 

9. 	 Investigate and assess new sources of information and learning opportunities to stay 
abreast of emerging informatiOn and computing technologies. 

10. 	 Pre are a list career aths related to the ram of stud , as well as an 
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qualifications and/or professional certifications that may be associated with those 
careers. 
Course Content: (please number the outline of main topics and subtopics) 

1. Course Intro 
a. Hardware Technician duties 
b. Industry needs 
c. Industry certification (CompTIA) 

2. Hardware Components 
a. Input output devices 
b. Storage devices 
c. Processors 
d. Motherboard components 

3. Tech Environment 
a. Job roles and responsibilities 
b. Customer service 

i. Interviewing guidelines 
ii. Setting customer expectations 
iii. On-site issues 
iv. Remote (phone) issues 
v. Dealing with difficult customers 
vi. Paperwork 

c. Tracking systems 

4. System Form Factors 
a. Towers and desktops 
b. Low-profile desktop 
c. Laptop 
d. Rack-mounted servers 

5. Electricity Fundamentals 
a. AC /DC 
b. Hot neutral ground 
c. Common electronic components 
d. Power supplies 
e. Safety measures 
f. Tools and tool kits 
g. Troubleshooting the electrical system 

6. Motherboards 
a. Motherboard types and features 
b. Bios and the boot process 
c. Maintaining, installing and configuring motherboard 

7. Processors 
a. Types and characteristics of processors 
b. Cooling methods and devices 
c. Evaluating, selecting, and installing processors 
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d. Troubleshooting 

8. Memory 
a. Memory technologies 
b. Upgrading memory 
c. Troubleshooting memory 

9. Hard Drives 
a. Drive technologies 
b. Drive interface standards 
c. Raid 
d. Floppy drives 
e. Evaluating, selecting and installing hard drives 
f. Troubleshooting hard drives 

10. 1/0 Devices 
a. Type and characteristics of i/o devices 
b. 1/0 ports on the motherboard 
c. Expansion cards 
d. Evaluating. selecting, and installing 1/0 devices 
e. Using the device manager 
f. Troubleshooting 1/0 devices 

11. Multimedia Devices 
a. Multimedia adapter cards 
b. Optical storage technology 
c. Removable storage 
d. Evaluate, select and install multimedia peripherals 
e. Troubleshooting multimedia devices 

12. Networking 
a. Networking technologies 
b. Local network hardware option 
c. Connecting a computer to a network 
d. Software features (Windows) 

13. Networking Practices 
a. Connecting to the internet 
b. Setting up a SOHO network 
c. Tools and utilities for troubleshooting network problems 
d. Troubleshooting network connections 

14. Notebooks 
a. Support issues 
b. Diagnostics tools 
c. Notebook peripheral devices 
d. Troubleshooting and replacing internal parts 
e. Common activities 
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15. 	 Printers 
a. 	 Printer types and characteristics 
b. 	 Evaluating, selecting and installing printers 
c. 	 Sharing printers 
d. 	 Maintaining printers 
e. 	 Troubleshooting printers 

16. 	 Life-Long Leaming 
a. 	 Web resources 
b. 	 Relevant publications 
c. 	 Other educational opportunities 

17. 	 Career Options 
a. 	 How this course relates to standard job classifications 
b. Relation to industry and vendor certification paths 
c. 	 Overview of technical skills 
d. 	 Overview of soft skills 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followina: 

1. 	 Lecture on background and history of personal computing. 
2. 	 Guided discussion on troubleshooting guidelines and techniques. 
3. 	 Guided practice and hands-on activities installing and configuring hardware. 
4. 	 Pair and small-group problem solving and discussion on troubleshooting computer 

problems. 

Methods of Eva I uation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followina: 

1. 	 Tests that demonstrate mastery of course objectives. For example: multiple choice 
questions on hardware and peripheral device features; case/narrative problems that 
typify computing problems to elicit an effective troubleshooting strategy. 

2. 	 Participation in guided discussion topics on operational procedures and safety in the 
workplace will be evaluated on contribution, suitability (applicability to the topic at 
hand), and content. In regard to written participation activities, evaluation might also 
consider completeness (were all 'talking points' [electro-static discharge awareness, 
power monitoring, clean work environment, safety policies, ... ] addressed in the 
response) and presentation (spelling, grammar, and format). 

3. 	 Homework assignments that demonstrate an understanding of networking 
fundamentals, terminology and protocols, will be graded on the accuracy of the 
descriptions and definitions, and the descriptions and comparisons of the protocols 
under discussion. 

4. 	 Student projects that demonstrate the ability to tear-down a PC, identify manufacturer 
and model of all significant components, and reassembly of the unit will be evaluated 
on functionality (does the reassembled machine work), completeness (were all major 
components identified and documented), and documentation (spelling, grammar, 
formatting, diagrams and illustrations). 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readi and writi , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Example Assignment 1: 

Disassemble and reassemble the workstation into its ma·or com onents. 


REV 5/10 




Mt. San Jacinto College 

Page 6of 7 Integrated Course Outline of Record FormB 


In class exercise "Take Apart a Computer and Putting It Back Together", in chapter 3 titled: 

PC Repair Fundamentals: Real Problem 3-1. 

When you have completed disassembling the workstation notify the instructor to receive 

credit and feedback. Once credit is given, reassemble the workstation. Notify the instructor 

once reassembled to receive credit and feedback. 


Example Assignment 2: 

Use the Internet to research which peripheral device is warranted to store 20GB of backup 

data. Prepare a purchase requisition for a suitable device. Tum in the write up of the 

purchse requisition. 


Example Assignment 3: 

Complete the even-numbered 'review the basics' questions from the back of the chapter and 

tum in at the beginning of the next class session. 

1. 
2. What are the four system bus frequencies used by current Intel processors? 
3. 
4. What is the name of the memory cache that is on the same die as the processor? 
5. 
6. What is the name of the Intel technology that allows a processor to handle multiple 
threads at the same time? 
7. 
8. What is the name of the memory cache that is shared by cores in a multi-core 
processor? 
9. 
10. Which is the first computing technology used by a processor to support repetitive 
looping whereby a processor receives an instruction and then applies it to a stream of data 
that follows? 
11. 
12. Which Intel processor family is better performing, the Pentium family or the Core 
family? 
13. 
14. What are the two major components of a processor cooler assembly? 
15. 
16. If the power connector from the CPU fan has only three pins, it can still connect to the 
4-pin header, but what functionality is lost? 
17. 
18. Name three tools that can be used to rid the inside of the case from dust. 
19. 
20. List three oossible causes of a system hanQino or freezing at odd times. 
Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Jean Andrews A+ Guide to Managing &Maintaining Your 

PC 
Author Title 

ICengage Leaming I9781435497788 I 12/2009 
Publisher ISBN Publication Date 

Required (2): 

Author Title 
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Publisher ISBN Publication Date 

Required (3): 

I 
Author Title 

Publisher 

Supplemental (1): 

I 
Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (2): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

Supplemental (3): 
ISBN Publication Date 

I 
Author Title 

Publisher ISBN Publication Date 
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Submitted by: 14-Jul-2010 

Computer 
Information 
Systems 

Subject 
(select from this 

Ii 

CSIS 

Course 
~-l!mber 
191 

Title 
Network Hardware - Level 1 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technoloav in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture !.fil2 
!,!nit§LHQyr§ Units/Hours 4 + 0 -- 4 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 unlts-64-72 4 units -192-216 64-72 + 0 -- 64-72 
5 units - 80-90 5 units - 240-270 

Maximum TOP code (click here for TOPEnter number 0708.10(choose only 1 ) code website) Enrollment: 
Pass/No Pass Yes or No 

(usually No) ONLY 

time(s) for credit (max 4) (More detailed information on course repeatability can be found llfilsl.).Can 
1 (If more than 1, justify with one of the following)be L----t-~Bec~a=u~se""'the course content differs each time It Is offered ... 

D .. !llHt the student who repeats it is gaining an expanded educational experience because skills and proficiencies aretaken 
enhanced by supervised repetition and practice within class periods 
... !llHt the student who repeats it is gaining an expanded educational experience because active participatory

D experience In Individual study or group assignments is the basic means by which teaming objectives are 
obtained. 

Ostand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a non-degree applicable credit course or a degree app/lcable credit course which Is not part ofa degree or state c:ertificare: and Is not 
approved In one of the GE areas, If a course Is only approved In an employment concentration certificate, It Is considered Stand Alone. If course Is Stand 
Alone, indicate In Stand Alone field on Form Af. 

AAJAS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from~. In the box below, iustlfy placement 
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for each general education area indicated using the general education definitions and student learning outcomes found ~. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onlv describe the course). (75 words or less in arav box below). 

This course introduces fundamental data communication concepts and networking 
hardware. A hands-on approach will reinforce concepts in: network protocols and 
architectures, media and hardware. Students will have the opportunity to install, configure 
and troubleshoot network hardware. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the 
entire box that the words are within, it won't give an accurate count. 


Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 

Please onl describe the course . 25 words or less in ra box below . 


A hands-on a roach to network rotocols and architectures, media, and hardware. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course introduces the student to networking and network hardware. In addition to 
expanding the student's knowledge and understanding of Information Technology, the 
student wil1 gain insight into a number of career options within the data communications and 
networking specialization. This course is a requirement for students in the Networking 
Technolo ies A rentice em lo ment concentration. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E5 for details. 
For further clarification, contact the Prer uisite Subcommittee 

CSIS 181 with a rade of "C" or better 
Corequisite(s): 
Cor uisites throu ha se arate a roval recess. See Forms E1-E5 for details. 

None 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval recess. See Forms E1-E5 for details. 

None 
Other Enrollment Criteria: 
See Forms E1-E5 for details. 

None 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followina: 

1. 	 Prepare a description of computer networking, and discuss the advantages of using a 
network. 

2. 	 Categorize the primary types of network cabling, differentiate between baseband and 
broadband transmissions, and identify appropriate uses for each. 

3. 	 Define the term 'packet', and compare and contrast the contents and functions of 
each packet component: header, data, and trailer. 

4. 	 Compare and contrast the primary function of each layer of the TCP/IP reference 
model, addressing the TCP/IP layer at which a particular network activity takes place, 
and specifying the TCP/IP layer at which a particular network component functions. 

5. 	 Design a successful network. 
6. 	 Evaluate and select the appropriate media and hardware with which to construct a 

successful network. 
7. 	 Assess a given network design for security considerations. 
8. 	 Plan for, install, and configure client and server networking hardware and software. 
9. 	 Analyze technical information, as well as listen effectively to, communicate 

orally with, and prepare memos, reports and documentation for a wide range of 
audiences. 
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10. 	 Investigate and assess new sources of information and learning opportunities to stay 
abreast of emerging information and computing technologies. 

11. 	 List career paths related to the program of study. as well as any qualifications and/or 
professional certifications that may be associated with those careers. 

Course Content: (please number the outline of main topics and subtopics) 

1. Introduction to the networking and data communications 
a. 	 Networks defined 
b. 	 Elements of a network 
c. 	 Careers in networking 

2. 	 Network standards 
a. 	 Standards organizations 
b. 	 OSI model 

3. 	 Network Protocols 
a. 	 TCP/IP 
b. 	 IPX/SPX 
c. 	 NetBIOS 
d. 	 Apple Talk 

4. 	 Networking Media 
a. 	 Data transmission 
b. 	 Media characteristics 
c. 	 Network cabling 

5. 	 Network architecture 
a. 	 Simple LAN topologies 
b. 	 Enterprise wide networks 
c. 	 WAN topologies 
d. 	 Network transport system 

6. 	 Networking Hardware 
a. 	 NICs 
b. 	 Repeaters 
c. 	 Hubs 
d. 	 Bridges 
e. 	 Switches 
f. 	 Routers 
g. 	 Gateways 

7. 	 Network operating systems 
a. 	 Comparison of Features 
b. 	 Comparison of benefits 

8. 	 UNIX based networking 
a. 	 Features 
b. 	 Benefits 

9. 	 TCP/IP and Internet 
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a. 	 Addressing and name resolution 
b. 	 TCP/IP sub protocols 
c. 	 I ntemet services 

10. 	 Troubleshooting Network Problems 
a. 	 Troubleshooting methodologies 
b. 	 Troubleshooting tools 

11. 	 Ensuring network integrity and availability 
a. 	 Fault tolerance 
b. 	 Data backups 
c. 	 Disaster recovery 
d. 	 Viruses 

12. 	 Life-Long Learning 
a. 	 Web Resources 
b. 	 Relevant Publications 
c. 	 Other Educational Opportunities 

13. 	 Career Options 
a. 	 How this course relates to standard job classifications 
b. Relation to industry and vendor certification paths 
c. 	 Overview of technical skills 
d. 	 Overview of soft skills 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followina: 

1. 	 Lecture on network standards and standards organizations. 
2. 	 Guided discussion on network operating systems. 
3. 	 Guided practice and hands-on activities troubleshooting network problems. 
4. 	 Pair and small-group problem solving and discussion on using networking hardware. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followin : 

1. 	 Tests that demonstrate mastery of course objectives. For example: multiple choice 
questions to demonstrate the understanding of network protocols; case/narrative 
problems to demonstrate effective troubling strategies. 

2. Participation in guided discussion topics life-long learning opportunities will be 

evaluated on willingness to contribute, suitability (applicability to the topic at hand), and 

content. In regard to written participation activities, evaluation might also consider 

completeness (were alt 'talking points' [web resources, library resources, relevant 

publications, other educational opportunities, ... }addressed in the response) and 

presentation (spelling, grammar, and format). 

3. 	 Homework and/or lab assignments that demonstrate the ability to evaluate media and 

hardware. Homework assignments will be evaluated on correctness (meeting the 
functional specifications). 

4. Student projects that demonstrate the ability to build a functioning network, given a 
network design. Projects will be evaluated on correctness (is the right equiment in the right 
place), functionality (does each leg of the network work, does the network as a whole, work), 
and documentation s ellin , rammar, formattin , a ro riate and s ntacticall correct 
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diagrams). 
5. Students will prepare a technical report or deliver a technical presentation on an 
elective topic of their choosing (and with instructor approval). Presentations and reports will 
be evaluated on content (depth of coverage, relevance of diagrams and illustrations, and 
appropriate use of examples), suitability (re!evance of topic, written to an appropriate level 
for the class, sufficient new material , and resentation s ellin , rammar, formattin . 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Reading and writing, as mll as out of dass assignments are required. These assignments may indude but are not limited to the following: 

Example Assignment 1 : 

In the lab assignment: Configure a "peer to peer" network that will connect three 

workstations to a hub. 


Example Assignment 2: 

Task: Decode the CIDR address: 172.16.0.125/20 

Document your progress as you work through each of the following steps, and tum in for 

your grade. 

1. 	 Determine the Class of the network address given, by examining the first octet 

2. 	 Determine the subnet mask by writing 1 's for the first 20 bits of the address, and O's 
for the last 12 bits. What is the subnet mask in dotted decimal notation? How many 
bits have been borrowed? 

3. 	 Use the formula 2y - 2 (where y is the number of bits borrowed from the default host 
portion) to calculate how many usable subnetworks can be created. 

4. 	 Use the formula 2x- 2 (where xis the number of bits remaining in the host portion) to 
calculate how many usable hosts per subnetwork can be created. 

5. 	 Use the formula 2z to determine the multiplier, where z corresponds to the position of 
the first significant bit (a 1) in the subnet mask as you move from right to left. z will be 
a number from 0 to 7. The multiplier (2z) will be 1, 2, 4, 8, 16, 32, 64, or 128. What 
did you calculate for the multiplier? 

6. 	 Determine the network number in dotted decimal notation by substitution O's for the 
default portion of the given IP address. 

7. 	 Use the multiplier determined in Step 5 to increment up through the first five usable 
subnetwork addresses. Incrementing will occur in the first octet in which borrowing 
occurs. What are these five subnet addresses? 

8. 	 Determine the broadcast addresses on the five subnetworks listed in Step 7. The 

broadcast address on each subnetwork will be the last possible address before the 

next subnet begins. 


Textbook ( s): The required college-level textbooks may indude, but are not limited to the following: 

Re uired 1 : 
Dean 	 Network+ Guide to Networks w/Lab Manual 
Author 	 Title 

I Cengage Leaming 	 I9781423902454 I0312009 
PubIIsher 	 ISBN Publication Date 
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Required (2): 

Author Title 

Publisher 

Required (3): 
I 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (1 ): 

ISBN Publication Date 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 
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Submitted by: L_B_i_l_B_er_..g._in_·____________! Date: I31-Aug-09 
Subject Course
Discigline Degartment (select from this 


1-1"" •from l'hi~ l i<:.t \ ,_., frn m '"'" li~i \ lis! \ Nymber Title 

Computer CIS CSIS 171 Service Desk Concepts 
Information 

F===Systems 

I I 

I I 
History  M HIST HIST 151 History and Appreciation of Dance 
Dance  M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) Le. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units - 32-36 

Lab 
Units/Hours 
1 unit - 48-54 
2 units- 96-108 

Lecture Units 
3 

Lecture Hours 
+ 

Lab Units 
0 

Lab Hours 
--

Total Units 
3 

Total Hours 
3 units - 48-54 
4 units  64-72 
5 units  80-90 

3 units - 144-162 
4 units -192-216 
5 units - 240-270 

48-54 + 0 -- 48-54 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~. 

Pass/No Pass YES 

0708.20 

Yes or NoMaximum ~35 Enter number (usually Yes) EnroIImen:t ALLOW 
Pass/No Pass NO Yes or No TOP code (click here for TOP 

code website) ONLY (usually No) 	 (choose only 1 ) 

Can ti me( S) for Credit (max 4) (More detailed information on course repeatability can be found ~).
1 (If more than 1. justify with one of the following) be '-----1--=Bec=a::.::uc::.s=...ethe course content differs each time it is offered ... 

... i1!15J. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
,____..,. 	 enhanced by supervised repetition and practice within class periods 

... i1!15J. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments Is the basic means by which teaming objectives are 
obtained. 

taken 

~ Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course IS a Non-degree applicable credit course and/or a degree applicable credit co11rse which is not part of an approved educatiOnal program. 

Catalog Descrigtion: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 
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This course introduces students to Service Desk concepts and technology. Within 
the context of the incident management and problem management life cycles, 
students will examine: service desk concepts, operations, roles and responsibilities, 
and processes and procedures. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces students to Service Desk conce ts and technol 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

There is a growing demand in the Inland Empire for service desk and help desk 

technicians. This program will provide our students with skills necessary for those 

em lo ment o rtunities. 

Prereguisite(s): 

Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followina: 

A. Describe the components of a successful service desk 
B. Prepare a mission statement for service desk unit 
C. Distinguish between the roles of an internal service desk operation and an external 

service desk 
D. Use process frameworks and standards 
E. Apply basic strategies to perform user needs analysis and assessment 
F. Plan and prepare effective user documentation 
G. Prepare a project plan for selecting service desk technologies 

Course Content: (please number the outline of main topics and subtopics) 

1. Introduction to Service Desk Concepts 
a. Evolution of Technical Support 
b. Role of the Service Desk in Technical Support 
c. Components of a Successful Service Desk 
d. Customer Service 

2. Service Desk Operations 
a. Types of Customer Service and Support Organizations 
b. Internal Service Desk 
c. External Service Desk 
d. Service Desk Structures 
e. Growth of Outsourcing 
f. The Support Center Model 

3. Service Desk Roles and Responsibilities 
a. Principle Job Categories 
b. Supporting Roles 
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c. Characteristics of a Successful Service Desk Team 
4. Service Desk Processes and Procedures 

a. Quality Improvement Programs 
b. Service Desk Processes 
c. Quality Improvement Processes 

5. Service Desk Tools and Technologies 
a. Primary Service Desk Technologies 
b. Remote Support Technologies 
c. Service Desk Communication Tools 
d. Service Desk Management Tools 

6. Service Desk Performance Measures 
a. Information as a Resource 
b. Data Categories Captured by Service Desks 
c. Team Performance Measures 
d. Individual Performance Measures 
e. Individual Contributions to Team Goals 

7. User Support Management 
a. Managerial Concerns 
b. Managing a User Support Project 
c. User Support Certification 
d. User Support as a Profession 

8. Service Desk SeWng 
a. Service Desk Setup 
b. Analyst's Personal Workspace 
c. Good Habits for Analysts 

9. Common Support Problems 
a. Common End-User Problems 
b. The Problem-Solving Process Applied to Typical End-User Problems 

1O. Installing End-User Computer Systems 
a. System Installation Overview 
b. Site Management Documentation 
c. Hardware Installation Tools 
d. Common Hardware Installation Steps 
e. Common Operating System and Network Installation Steps 
f. Common Steps to install Applications Software 

11.Product Evaluation Strategies and Support Standards 
a. Methods for Evaluating and Selecting Computer Products 
b. Product Support Standards 

12.User Needs Analysis and Assessment 

Methods of Instruction: (please number and be reflective of a variety of learning styles} 
Methods of instruction may include, but are not limited to the followinQ: 

A. Lecture on components and core functions service desk concepts. 
B. Lecture, and demonstrate service desk technologies. 
C. Pair- and small-group problem solving and discussion on specific features available with 

service desk technologies. 
0. Hands-on activities workina with service desk technoloaies. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. l'v1ethods of evaluation ma include but are not limited to the followin : 

A. Homework assignments that demonstrate mastery of service desk technologies. 
B. Team projects where students will design and Implement a service desk scenario. 
C. Test that demonstrates the student's abil to use the a rlate service desk techno 
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wireless network on its campus and Is expecting an Increase in its contact volume as a 
result. Search the Web for Information using searches such as "university service desk" 
and "university service desk wireless." Prepare a brief report describing the most common 
tools, technologies, and techniques universities use to help students and faculty gain access 
to and get help using their wireless networks. Include examples of universities that are 
currently offering wireless services. 

A Guide to Service Desk Conce ts 
Author Title 

I Course Technology I 918os2418sos1 I March 2009 
Publisher ISBN Publication Date 

Required (2): 
t 

I 
Author Tltle 

Publisher 

I 
Supplemental (1): 

Author 

ISBN 

Tltle 

Publicatlon Date 

Publisher 

I 
Supplemental (2): 

Author 

ISBN 

Title 

Publlcation Date 

Publisher 

Supplemental (3): 
ISBN Publication Date 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

I 

Author Title 

Publisher ISBN Publication Date 

NEW JAN09 
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Submitted by: ~B_i_IB_e_r~g~i"-------------~ Date: I 31-Aug-09 
Course 
~_1.~mJ:).er 	 Jltt~ 

Computer 
Information 
Systems 

History - M HIST HIST 151 History and Apprec1at1on of Dance 
Dance- M 

CIS CSIS 171 L Service Desk Lab 

-j 

DAN 	 DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 0 1 - 1I + I 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units - 64-72 4 units-192-216 0 + 48-54 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~. 

Pass/No Pass YES 

0708.20 

Yes or No Maximum 	 ~35 Enter number (usually Yes) EnroIImen:t ALLOW 
Pass/No Pass NO Yes or No TOP code (click here for TOP 

code website} ONLY (usually No) 	 (choose only 1 ) 

time(S) fOr Credit (max 4) (More detailed information on course repeatability can be found bfilfil.Can 
4 {If more than 1 , justify with one of the following) be Because the course content differs each time it Is offered ... 

~--+---~X .. Ml!!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
>----< 	enhanced by supervised repetition and practice within class periods 

... f!!lf/. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments is the basic means by which learning objectives are 

'-----..J 	obtained. 

taken 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 
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This course is designed for the student who wants to gain hands-on experience in 
applying the concepts and technologies of a service/help desk. Students will use a 
variety of software tools and technologies to analyze user needs, and to track and 
report trouble incidents. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course is designed for the student who wants to gain hands-on experience in 
a I in the conce ts and technol ies of a service/he! desk. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

There is a growing demand in the Inland Empire for service desk and help desk 

technicians. This program will provide our students with skills necessary for those 

em lo ment o rtunities. 

Prereguisite(s): 

Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

Co reg uisite( s): 
arate a roval rocess. See Forms E1-E4 for details. Cor uisites o throu ha se 

None. 

roval rocess. See Forms E1-E4 for details. 

Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the following: 

A. 	 Provide helpdesk and technical support 
B. 	 Perform hardware and/or software troubleshooting 
C. 	 Use information resources to help solve computer problems 
D. 	 Provide facilitation and customer service 
E. 	 Use a documentation system to track service incidents 
F. 	 Create and manage incidents and document the contacts, assets, and other IT resources 

associated with those incidents 

Course Content: (please number the outline of main topics and subtopics) 

1. 	Common Support Problems 
a. 	Common End-User Problems 
b. 	 The Problem-Solving Process Applied to Typical End-User Problems 

2. 	 Installing End-User Computer Systems 
a. 	System Installation Overview 
b. 	 Site Management Documentation 
c. 	 Hardware Installation Tools 
d. 	 Common Hardware Installation Steps 
e. Common Operating System and Network Installation Steps 
f. 	 Common Steps to install Applications Software 

3. 	 Product Evaluation Strategies and Support Standards 
a. 	 Methods for Evaluating and Selecting Computer Products 
b. 	 Product SUpport Standards 
a. 	 User Needs Analvsis and Assessment 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
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Methods of instruction ma include. but are not limited to the followin : 

A. Guided practice perfonning hardware and/or software troubleshooting. 
B. Hands-on activities usi a documentation tern to track service incidents 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

A. Graded lab assignments from textbook which direct students to use resources to help solve 
computer problems 

B. Journal/portfolio analysis from created and managed incidents and documentation associated 
with those incidents 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin . as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Case Project University Service Desk. A university service desk is preparing to install a 
wireless nel'!"ork on its campus and is expecting an increase in Its contact volume as a 
result. Search the Web for information using searches such as "university service deskn 
and "university service desk wireless.n Prepare a brief report describing the most common 
tools, technologies, and techniques universities use to help students and faculty gain access 
to and get help using their wireless networks. Include examples of universities that are 
currently offering wireless services. 
Lab activity: Log activity and time-on-task details in the tracking system and flag this 
incident/activi for follow-u uali review. 

A Guide to Service Desk Conce ts 
Author Title 

I Course Technology 9780324785067 IMarch 2009J 

Publisher ISBN Publication Date 

Required (2): 
I 


I 


Author Title 

Publisher ISBN Publication Date 

Required (3): 

I 


Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
I 

Author Title 

Publisher 

I 
Supplemental (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

NEW JAN09 
ISBN Publication Date 
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Submitted by: .__B_i_IB_er_,,g"-in_______________. Date: IOct 2008 
Subject CourseDiscigline Degartment (select from this 


I...1....., from !hi"' 11<.t\ r....i-• from th;" Ji<>t \ li"t \ Number Title 

Computer CIS CAPP 120 Using Microsoft Office 
Information 

=1 
- Level 1 (formerly CAPP 

Systems 1200 Using Microsoft Office 
2007-Level 1) 

Business-M ~us 
! 

I ~ I I 
History  M HIST HIST , 51 History and Appreciation of Dance 
Dance- M 

DAN DAN 100 History and Approc1ation of Dance 

Course Number: a) 001 -069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please cl ick here for the transfer form ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Y.!2 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unlt - 16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units-64-72 4 units - 192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from~. 

Maximum Pass/No YES 

0514.00 

Yes or No Enter number 
(usually Yes) Enrollment: Pass ALLOW 

Pass/No Yes or No 	 TOP code (click here for TOP 
(usually No) code website} Pass ONLY (choose only 1 ) 

Can time(S) fOr Credit (max 4) (More detailed information on course repeatability can be found~-
1 {If more than 1, justify with one of the following ) be ~---+-~B"""ecau"°"se""'the course content differs each time It Is offered ...""'""

.. . Mlsf the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1-----1 	 enhanced by supervised repetition and practice within class periods 

... f!l!i. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which teaming objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only desaibe the course). (75 words or less in gray box below). 
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This course is for the student who wants to learn the concepts of Microsoft Office 
computer applications. Students will begin to learn the functions and capabilities of 
Microsoft Access, Excel, PowerPoint, and Word, with emphasis on the integration of 
Microsoft Office software to solve business problems. This course will begin 
preparing students for Microsoft Office User Specialist (MOUS/MOS) Core-level 
Exams in the four above applications. 

To count words, select only the words 'Nithin the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This class teaches the core skills in word processing, spreadsheets, database, and 
resentation ra hies. 

To count words, select only the words 'Nithin the catalog description, then go to Tools, and to Word Count Careful! If you select the entire 
box that the words are 'Nithin, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~} 

Skills taught in this class are needed for satisfactory performance in college classes 
and the office environment. This class is an Associate of Science elective and 
needed for several certificates. 
Prerequisite(S): (For more information, click~} 

Prer uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 


roval rocess. See Forms E1-E4 for details. 

roval 	 rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms} 
Uoon the completion of the course the student will be able to do the follo'Ninq: 

A. 	 Word Processing: 
1. 	 Identify and operate basic components of the computer and Microsoft Word. 
2. 	 Analyze and apply appropriate techniques utilized in starting the Word program, 

keying text into a document, and performing basic text editing functions. 
3. 	 Differentiate between using the mouse or the keyboard for time-saving tasks in word 

processing. 
4. 	 Experiment with appropriate techniques utilized in formatting characters and 

paragraphs utilizing fonts. 
5. 	 Compare and contrast appropriate formatting styles used to create basic letters, 

memorandums, and reports utilizing functions such as Autoformat, AutoComplete, 
AutoCorrect, as well as, Spell- and Grammar-Check. 

B. 	 Spreadsheets 
1. 	 Identify major components of the Excel window 
2. 	 Evaluate and select the most appropriate means for inserting text, values and formulas 

into a worksheet 
3. 	 Create and apply number and character functions in the design ofa spreadsheet 

solution 
4. 	 Apply formatting to the worksheet in accordance with layout and design principles 

C. 	 Presentation 
1. 	 Identify major components of the PowerPoint window 
2. 	 Analyze the needs and expectations ofyour audience 
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3. Assess the situation in which the presentation will be delivered 
4. Prepare an outline of the general organization of the presentation 
5. Develop an effective introduction, body, and conclusion 
6. Select and create appropriate visuals 
7. Create a presentation 

D. Database 
1. Identify major components of the Access window 
2. Open and navigate a table 
3. Design and create a new database 
4. Analyze, design, and build fields and table primary keys 
5. Add, modify, and delete records from a database 

E. Outlook 
1. Describe and define desktop information management. 
2. Start and define the Outlook Bar. 
3. Open and describe the components of the Calendar and Outlook window. 
4. Create personal folders. 
5. Enter appointment dates and times in various modes. 
6. Create events. 
7. Display and print the daily, weekly and monthly styles. 
8. Move and edit appointments. 

Course Content: (please number the outline of main topics and subtopics) 

1. Microsoft Word: 
a) Inserting and Modifying Text 
b) Creating and Modifying Paragraphs 
c) Formatting Documents 
d) Managing Documents 
e) Working with Graphics 

2. Microsoft Excel: 
a) Working with Cells and Cell Data 
b) Managing Workbooks 
c) Formatting and Printing Worksheets 
d) Modifying Workbooks 
e) Creating and Revising Graphics 

3. Microsoft Access 
a) Creating and Using Databases 
b) Creating and Modifying Tables 
c) Creating and Modifying Queries 
d) Creating and Modifying Forms 
e) Viewing and Organizing Information 

4. Microsoft PowerPoint 
a) Creating Presentations 
b) Inserting and Modifying Text 
c) Inserting and Modifying Visual Elements 
d) Modifying Presentation Formats 
e) Printing Presentations 

5. Microsoft Outlook 
a) Enter appointments 
b) Move appointments to new times 
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to a new month 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include. but are not limited to the followin : 

A. 	 Le tur n c mponents and core functions Microsoft Office. 
B. 	 Lecture, and demonstrate keyboard short ut and drop down menus. 
C. 	 Hands-on activities to construct word documents, spreadsheets, databases, and PowerPoint 

esentations. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followi : 

. 	Graded assignments from textbook. Apply Your Knowledge requires students to open and 
manipulate a file on the Data Disk, and follow instructions for completing assignment. In the 
Lab 1 and Lab 2 are in-depth assignments per project that require students to apply knowledge 
gained in the project to construct office docum nt . 

B. 	 est that demonstrat th tudent' ability to use th appropriate components and 
core functions in Word, Excel, Access and PowerPoint a lications. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writi • as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Microso'ft Word 

CreaUng a Research Paper 
1. 	 lntroducUon to documentaUon styles for a research paper: MLA and APA 
2. 	 Using headers and footers 
3. 	 Using Footnotes and endnotes 
4. 	 Creating a Works Cited Page 
5. Saving and closing document 

Microsoft Excel 
Create a Monthly Accounts Receivable Balance Sheet 

1. 	Enter worksheet tiUe, column title, and row titles 
2. 	Enter formula using the keyboard 
3. 	Order of Operations 
4. Copying formulas using the fill handle 
5. Using average, max, and min functions 
6. Formatting numbers using currency style, and comma style 
7. Saving and closing workbook 

Microsoft Access 
Creating a Database 

1. Creating a Table 
2. 	 Define fields in a table 
3. 	Add records to a table 
4. CreaUng addiUonal table 
5. Saving and closing a database 

PowerPoint 
Using Design Template to create a presentation 

1. 	What is Microsoft PowerPoint 
2. Choosing a Design Template 
3. Creating a TiUe Slide 
4. Creating Text Slide with a sin le-level bulleted list 
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5. Creating a third-level paragraph 
6. Ending a slide show with a Black Slide 
7. Savina and closing a presentation 

Textbook (s): The required college-level textbooks may include. but are not limited to the following: 

Reauired (1 \: 
Shelly Cashman Vermaat Microsoft Office 2007: Introductory 

Concepts and Techniques, Windows 
Vista Edition 

Author Title 

I Course Technology I1-4239-1230-6 IMay 2007 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 120 rev FEB 09 
TOP CODE Change 5/24/10- Effective FAlO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~B_i_IB_e_r~g~i"~~~~~~~~~~~~~I Date: loct2008 
Course 
Nyrn_b~r 

Computer 
Information 
Systems 

CIS CAPP 120M Using OpenOffice - Level 1 

BUS 

(formerly Using OpenOffice 
v2-Level 1) 

History - M HIST HIST 151 History and Appreciation of Dance 
Dance- M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) Le. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture .bfil2 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units- 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from~. 

Maximum 	 Credit/No-Enter number 
Enrollment: Credit ALLOW 
Credit/No- Yes or No TOP code0 (usually No) Credit ONLY 	 (choose only 1 ) ~ 

YES 


0514.00 


Yes or No 
(usually Yes) 

{1<lick h!a:e for TQP 
code website! 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found h!lliU·
1 (If more than 1. justify with one of the following) be Because the course content differs each time it Is offered ... 

~-......,..--~ 

f1!1s!. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... iH1SJ. the student who repeats it is gaming an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration 
applicability. Please only describe the course). (75 words or less in gray box below). 
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This course is designed to introduce students to the OpenOffice applications suite. 
Students will learn how to work with the word processing, spreadsheet, 

resentation and dia rammin com onents of the 0 en Office suite. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful' If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This class teaches the core skills in word processing, spreadsheets, drawing, and 
resentation ra hies 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The CIS department offers courses that are designed to prepare students for 
employment in the field of Information Technology. This particular course is part of 
our Com uter A lications CAPP and Linux S ecialist rams. 

None. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the following: 

A. Word Processing: 
1. Identify and operate basic components of the computer and OpenOffice 

Writer. 
2. Analyze and apply appropriate techniques utilized in starting the Writer 

program, keying text into a document, and performing basic text editing 
functions. 

3. Differentiate between using the mouse or the keyboard for time-saving tasks 
in word processing. 

4. Experiment with appropriate techniques utilized in formatting characters and 
paragraphs utilizing fonts. 

5. Compare and contrast appropriate formatting styles used to create basic 
letters, memorandums, and reports utilizing functions such as Autoformat, 
Autoeomplete, AutoCorrect, as welt as, Spell-and Grammar-Check. 

B. Spreadsheets 
1. Identify major components of the OpenOffice Cale window 
2. Evaluate and select the most appropriate means for inserting text, values and 

formulas into a worksheet 
3. Create and apply number and character functions in the design of a 


spreadsheet solution 

4. Apply formatting to the worksheet in accordance with layout and deaign 

principles 

C. Presentation 
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1. Identify major components of the OpenOffice Impression window 
2. Analyze the needs and expectations of your audience 
3. Assess the situation in which the presentation will be delivered 
4. Prepare an outline of the general organization of the presentation 
5. Develop an effective introduction, body, and conclusion 
6. Select and create appropriate visuals 
7. Create a presentation 

D. Drawing 

Course Content: (please number the outline of main topics and subtopics) 

1. Common Features across Components 
a. Tips 
b. User Interface 
c. Toolbars 
d. Saving Files 
e. Printing 
f. Spellcheck 

B. Word Processing 
a. Text Entry 
b~ Formatting 
c. Special Characters 
d. AutoText 
e. Tables 
f. Graphics 

C. Spreadsheets 
a. Spreadsheet Structure 
b. Values and Formulas 
c. Formatting 
d. Addressing I Referencing Cells 
e. AutoFill 

D. Presentation 
a. Presentation Concepts 
b. Basic Presentation 
c. Editing Presentations 
d. Slide Show 

E. Drawing 
a. Drawing Concepts 
b. Arranging and Aligning Objects 
c. Working with Objects 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 

Methods of instruction ma include, but are not limited to the followin : 


A. Lecture, individual consultation, and demonstration using OpenOffice. 
B. Hands-on activities using concepts and techniques of OpenOffice. 
C. Pair- and small rou robtem solvin and discussion on O enOffice conce ts 
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and usage. 
Methods of Evaluation: A student's grade shall be detennined by the instructor using multiple measures of perfonnance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

A. 	Homework assignments that demonstrate mastery of OpenOffice concepts, 
terminology, and usages. 

B. Team projects where students will design documents using OpenOffice. 
C. 	Te_sts that demonstrate mastery of course objectives. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writing, as well as out of class assignments are reauired. These assianments mav include but are not limited to the followina: 

OpenOffice Writer 
Creating a Research Paper 

1. 	Introduction to documentation styles for a research paper: MLA and APA 
2. 	Using headers and footers 
3. 	Using footnotes and endnotes 
4. 	Creating a works cited page 
5. 	Saving and closing document 

OpenOffice Cale 
Create a Monthly Accounts Receivable Balance Sheet 

1. 	Enter worksheet title, column title, and row titles 
2. 	Enter formula using the keyboard 
3. 	Order of operations 
4. 	 Copying formulas using the fill handle 
5. 	Using average, max, and min functions 
6. 	Formatting numbers using currency style, and comma style 
7. 	 Saving and closing workbook 

OpenOffice Impress 
Using Design Template to Create a Presentation 

1. 	What is OpenOffice Impress 
2. 	Choosing a design template 
3. 	Creating a title slide 
4. 	Creating text slide with a single-level bulleted list 
5. 	Creating a third-level paragraph 
6. 	 Ending a slide show with a black slide 
7. 	 Saving and closing a presentation 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
G. Roderick Singleton 	 OpenOffice.org User Guide for Version 

2.3 
Author Title 

IOpenOffice.org INone IApr2005 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

http:OpenOffice.org
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Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 120M new FEB 07 
TOP CODE Change 5/24/10- Effective FAlO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~B_i_IB_e_r~g~in~~~~~~~~~~~~~~ Date: loct2008 
Course 
Nym._ber 

Computer 
Information 
Systems 

CIS CAPP 122 Using Microsoft Excel 

IBUS 

(formerly CAPP 1220 Using 
Microsoft Excel 2007- Level 
1) 

Business-M 

History  M HIST HIST 151 History and Apprec1ahon of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit - 16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units- 144-162 
4 units- 64-72 4 units- 192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the Genera l Ed pattern, please select one or more areas from ~-

Maximum Pass/No YES 

0514.00 

Yes or NoEnter number 
(usually Yes) Enrollment: Pass ALLOW 

Pass/No Yes or No 	 TOP code (click here for TOP 
(usually No) code website) Pass ONLY (choose only 1 ) 

Can time(S) for Credit (max 4) (More deta iled Information on course repeatability can be found !:!file.).
1 (If more than 1, justify with one of the following) be .___-;.....:B=ec=a=u=se;:;.,the course content differs each time it is offered .. . 

. . . fil1st the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
,___ _ ___, enhanced by supervised repetition and practice within class periods 

.. fil1st the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which learning objectives are 

...__ _ __, obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certrncate. or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 
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Students will learn the functions and capabilities of Excel with emphasis on using 
Excel to solve business problems. This course will prepare students for the Microsoft 
Office User Specialist (MOUS/MOS) Expert-Level Exam in Excel. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course teaches beginning and advanced capabilities of Excel. This course 
re ares students for the Microsoft Ex ert-Level MOS Exam. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course provides the student with the advanced skills needed in the 
professional, course, and personal sectors. The student will also be able to show 
their proficiency in this program, as well as preparing them to take the Microsoft 
Office Specialist (MOS) Expert-level exam. 
Prerequisite(s): (For more information, click~) 

Prer uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 


rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a roval rocess. See Forms E 1-E4 for details. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the following: 

A. 	 Identify major components of the Excel window 
B. 	 Evaluate and select the most appropriate means for inserting text, values and formulas into 

a worksheet 
C. 	 Create logical functions, and apply number and character functions in the design of a 

spreadsheet solution 
D. 	 Apply formatting to the worksheet in accordance with layout and design principles 
E. 	 Create charts that are appropriate for the data (and statistics) being depicted 
F. 	 Identify elements on an Excel list 
G. 	 Use a data form to enter, search for, edit, and delete records 
H. 	 Apply conditional formatting to a range ofdata 
I. 	 Create and use an Excel workspace 
J. 	 Diagnose a spreadsheet problem and use the appropriate tool to remedy the problem (use 

audit formulas, trace and fix formula errors) 
K. 	 Create and edit hyperlinks 
L. 	 Create data entry validation rules appropriate to the data type and problem domain 
M. 	 Create scenarios to perform what-if analysis 
N. 	 Import data from a text file 

Course Content: (please number the outline of main topics and subtopics) 

A. 	 Introduction to Excel terminology 
Excel Window 
Basic characteristics of a worksheet and workbook 
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B. 	 Creating a worksheet 
Entering text and numbers 
Selecting a range 
Changing font size and color 
Centering across columns 
Editing a worksheet 
Saving and opening a workbook 
Using Excel Help 

C. 	 Formulas, Functions and Formatting 
Entering dates and formulas 
Verifying formulas 
Conditional formatting 
Changing widths of columns and rows 
Creating a Pivot Table, and Pivot Chart 
Preview and printing worksheet 
Displaying and printing formulas 
Simple What-If analysis and goal seeking 
Deleting, inserting, copying and moving data 
Use Solver to solve multiple problems 
Analysis of Solver answer and multiple scenarios 

D. 	 Creating Charts 
Creating a 3-D Pie Chart on a Chart Sheet 
Enhancing a 3-D Pie chart 
Freezing titles 

E. 	 Creating Queries 
Creating a basic Query 
Creating a parameter query 

F. 	 Creating Templates 
Building and copying a template 
Customizing formats 
Adding text boxes and arrows 
Adding header and footer 
Creating a workspace 
Consolidating data by linking workbooks 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followinq: 

A. 	 Demonstrate use ofmacros to increase the ease of use in Excel and demonstrate skills to 
needed to solve business problems. 

B. 	 Lecture on design and implementation ofexcel projects with proper documentation, and on 
ways to solve complex problems by integrating Excel with other Window Programs. 

C. 	 Hands on activities using pivot tables and charts to prepare what-if analysis. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followin : 

A. Graded assignment from textbook. Review Assignment requires students to open and 
mani ulate a file on the Data Disk, and follow instructions for com letin assi ent. 
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B. 	 Graded assignments from textbook. Case 1 and Case 2 are in-depth assignments per project 
that require students to apply knowledge gained in the project to solve problems on the 
computer such as pivot tables and charts. 

C. 	 Test that demonstrate the student's ability to select and apply appropriate Excel Skills in 
solving complex problems and integrating Excel, with other Microsoft applications. (i.e., 
Word, Access, PowerPoint) and using macros. 

D. 	 Assign Internet assignments that challenge the student to find information on the Internet that 
they can use to create effective documents using what-if analysis. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

A. 	 Individual Assignment to create a Monthly Accounts Receivable Balance Sheet following case 
scenario. Include formatting, styles. 

B. 	 Enter formula's to check balances by month and end ofyear. Print worksheet and formula's 
C. 	 Using case scenario from A, and B add a pivot table and chart. Re-print worksheet and 


formula's 

D. Add macro to save and close workbook from the above case scenario. 
E. 	 Print workbooks, formulas, save and close workbook. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
June Jamrich Parsons, Dan Oja, Roy New Perspectives on Microsoft Office 
A eloff, Patrick Care Excel 2007, Com rehensive 
Author 	 Title 

I Course Technology 	 I1-4239-0585-7 IAug 2007 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

CAPP 122 rev FEB 09 
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TOP CODE Change 5/24/10- Effective FAIO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~B_i_IB_e_r~g~i"~~~~~~~~~~~~~IDate: loct2008 
Course 
Numbe( 

Computer 
Information 
Systems 

CIS CAPP 123 Using Microsoft Access 

._e_u_s__==J 
- Level 1 (formerly CAPP -
1230 Using Microsoft 
Access - 2007 Level 1) 

Business-M 

History - M HIST HIST 151 History and Appreciation of Danco 
Dance  M 

DAN DAN 100 History and Appreciation ol Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hmirs per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Y.!2 
Uniti?/Hours Units/Hours 3 0 3+ 	 -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4unlts-64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriatel y placed on the General Ed pattern, please select one or more areas from~. 

Maximum Pass/No YES 

0514.00 

Yes or NoEnter number 
(usually Yes) Enrollment: Pass ALLOW 

Pass/No Yes or No 	 TOP code (click here for TOP 
(usually No) code website) Pass ONLY (choose only 1 ) 

Can time(S) for Credit (max 4) (More deta iled information on course repeatability can be found~-
1 (If more than 1, justify with one of the following) be Because the course content differs each time It Is offered .. . 

~--..---~ 

... smJ! the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
,___ __, enhanced by supervised repetition and practice within class periods 

.. !HHi the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 
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Students will learn the functions and capabilities of Microsoft Access with an 
emphasis on the integration of Microsoft Office Access to solve course business 
problems. The course will begin to prepare the student to take the Microsoft Office 
S ecialist MOS Ex ert-level exam. 

To count words, select only the words 'Nithin the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are 'Nithin, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course teaches beginning and advanced capabilities of Access. This course 
re ares students for the Microsoft Ex ert-Level MOS Exam 

To count words, select only the words 'Nithin the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more infonnation on demonstrating need, click here) 

This course provides the student with the advanced skills needed in the 
professional, course, and personal sector. This course will prepare students for the 
Microsoft Office S ecialist MOS Ex ert-level exam in Access. 

None. 

Learning Objectives: (please number each objective and express in behavioral tenns) 
U n the com letion of the course the student will be able to do the followin : 

1. Identify major components of the Access window 
2. Open and navigate a table 
3. Design and create a new database 
4. Analyze, design, and build fields and table primary keys 
5. Add, modify, and delete records from a database 
6. Create, run and save queries 
7. Create a form in accordance with standard design principles 
8. Maintain table data using a form 
9. Create a complex form (mainform-subform) 
10. Design and create a report in accordance with problem specifications 
11. Define data validation criteria appropriate to the data type and problem domain 
12. Use logical operators in a query 
13. Design and create a custom form in accordance with problem specifications 
14. Design and create a custom report in accordance with standard design principles 
15. Create a crosstab query to analyze data 
16. Im ve database rformance b viewin and creatin indexes where a 

Course Content: (please number the outline of main topics and subtopics} 

A. Creating and Using Databases 
1. Create Access Databases 
2. Open database objects in multiple views 
3. Move among records 
4. Format datasheets 

B. Creating and Modifying Tables 
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1. 	 Create and modify tables 
2. 	 Add a pre-defined input mask to a field 
3. 	 Create look-up fields 
4. 	 Modify field properties 

C. 	 Creating and Modifying Queries 
1. Create and modify select queries 
2. 	 Add calculated fields to Select queries 

D. Creating and Modifying Forms 
1. 	 Create and display forms 
2. 	 Modify form properties 

E. 	 Viewing and Modifying Information 
1. Enter, edit and delete records 
2. 	 Sort records 
3. 	 Filter records 

F. 	 Defining Relationships 
1. Create one-to-many Relationships 
2. Enforce Referential Integrity 

G. 	 Producing Reports 
1. 	 Create and format reports 
2. Add calculated controls to reports 
3. 	 Preview and print reports 

H. Integrating with Other Applications 
1. 	 Import Data to Access 
2. 	 Export Data from Access 
3. Create a simple data access page 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. Demonstrate how to use Macros to increase ease ofuse ofMicrosoft Access and data entry 
forms, and reports. 

B. 	Lecture on design and implementation ofdatabase applications using major components and 
core functions ofAccess. 

C. 	 Demonstrate how to construct and use databases, forms, reports and queries. 
D. 	 Pair- and small-group problem solving and discussion on specific features available in the 

applications. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

A. 	 Graded assignment from textbook. Review Assignment requires students to open and 
manipulate a file on the Data Disk, and follow instructions for completing assignment. 

B. 	 Graded assignments from textbook. In the Case 1 and Case 2 are in-depth assignments per 
project that require students to apply knowledge gained in the project to solve problems on the 
computer using components and core functions ofAccess. 

C. 	 Test that demonstrate the student's ability to select and apply appropriate Access skills in 
solving business problems constructing databases, forms, reports, and queries. 

D. 	 Team projects and Internet assignments that challenge the student to find information on the 
Internet that they can use to create effective database systems using keyboard shortcuts, and 
drop-down menus. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin • as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

A. 	 Students will prepare a database, with documentation of the database and its needs that apply 
to its desi . 
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B. 	 Working from the database that student's prepared; students will define relationships and then 
create queries, reports and forms from the information. 

C. 	 Continue working from database given, student's will create macros that will enhance the 
efficiency of the database. 

D. 	 Taking the information from the database created in A, B, and C students will export the 
information from the tables into a Word document. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re 	 uired 1 : 
Joseph J. Adamski. Kathy Finnegan New Perspectives on Microsoft Office 

Access 2007, Com rehensive 
Author 	 Title 

I Course Technology 	 I1-4239-0589-X I Sep2007 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

CAPP 123 rev FEB 09 
TOP CODE Change 5/24/10- Effective FAlO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: 

DisciQline 
1 ~;-• fr""" th•S llst\ 1-1....,1 f~ t hi~ li" t\ 

Subject 
(select from this 

li-.t \ 

Course 
Number Iltle 

Computer CIS CAPP 124 Using Microsoft PowerPoint 
Information (formerly CAPP 1240 Using 
Systems Microsoft PowerPoint 2007- Level1) 

I 
r- ~ 

Business-M Fus 

I 	 I I 
Hrstory - M HIST HIST 151 Hrstory and Apprec1at1on of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit {please click here for the transfer form ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture 1=ID2 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units -64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from~-

Maximum Pass/No YES 

0514.00 

Yes or No Enter number 
(usually Yes) Enrollment: Pass ALLOW 

Pass/No Yes or No 	 TOP code (clkk here for TOP 
(usually No) code website} Pass ONLY (choose only 1 ) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~-
1 (If more than 1, justify with one of the following) be 

~--+-'Bec~=au'"""s"""'ethe course content differs each time it Is offered ... 
.. . Y1JJ. the student who repeats if is gaining an expanded educational experience because skllfs and proficiencies are 

f-------l 	enhanced by supervised repetition and practice within class periods 
... Y1JJ. the student who repeats it is gaining an expanded educational experience because active participatory 
e><perlence in Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
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Please only describe the course). (75 words or less in qrav box below). 

This course introduces students to presentation software concepts and 
applications. Students will use Microsoft PowerPoint to create and present 
information for a variety of contexts. This course is designed for the student who is 
pursuing the MOUS certification as well as students who are interested in improving 
their interpersonal communication skills. 

To count 'NOrds, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it 'NOn't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

Develop single-user and workgroup applications using advanced features of MS 
PowerPoint. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the 'NOrds are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, dick here) 

The CIS department offers courses that are designed to prepare students for 
employment in the field of Information Technology. This particular course is part of 
our Com uter A lications CAPP track. 

roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

l None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the following: 

1. 	 Identify major components of the PowerPoint window 
2. 	 Analyze the needs and expectations ofyour audience 
3. 	 Assess the situation in which the presentation will be delivered 
4. 	 Prepare an outline of the general organization of the presentation 
5. 	 Develop an effective introduction, body, and conclusion 
6. 	 Select and create appropriate visuals 
7. 	 Create a presentation 
8. 	 Prepare outlines, handouts and speaker notes 
9. 	 Use design templates to establish presentation standards 
10. Customize a design template using the Slide Masters 
11. Apply graphics, sounds, and animation where appropriate 
12. Evaluate sources ofdata and import Word outlines and Excel charts 
13. Apply complex sound and animation effects to a presentation 
14. Set up a self-running presentation 
15. Design and create templates using the Slide Masters 

Course Content: (please number the outline of main topics and subtopics) 

1) 	 Planning a Presentation 
a) Planning a presentation 
b) Determining the purpose of the presentation 
c) Determining the outcomes of the presentation 
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d) 	 Analyzing the audience's needs and expectations 

2) 	 Selecting Appropriate Media 
a) Chalkboards, whiteboard, notepad 
b) Flip chart 
c) Posters 
d) Overheads 
e) Handouts 
f) Slides 
g) On-screen 

3) 	 Organizing a presentation 
a) Developing an introduction 
b) Developing the body of a presentation 
c) Organizing information 

i) Inductively 

ii) Deductively 

iii) Chronologically 

iv) Spatially 

v) Problem and solution 


d) Supporting main points 

e) Providing transitions 


4) 	 PowerPoint Presentation Framework 
a) Start the presentation 
b) Create the text framework 
c) Add charts 
d) Add embellishments 
e) Prepare a slide show 
f) Save file 
g) Solicit contributions from others 
h) Generate printed output 
i) Solicit feedback 

5) 	 PowerPoint Views 
a) Normal (developer) View 
b) Outline View 
c) Slide View 
d) Slide Sorter View 

6) Starting a Presentation 
a) Presentation design templates 
b) Slide master 
C) Creating a design from scratch 

7) Creating and Modifying Text 
a) Entering the main topics 
b) Adding bulleted text 
c) Editing text 
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d) Formatting text 

8) 	 Selecting and Adding Charts 
a) Overview of chart types 
b) Basic charts 
c) Customizing charts 
d) Organization charts 

9) 	 Adding embellishments 
a) Adding clipart and photos 
b) Providing transitions 
c) Adding animation 
d) Adding sound effects 

10) Preparing a slide show 
a) Setting up a self-running presentation 

11) Wetrf>ublishing 
a) Factors to consider 
b) Saving the presentation as a web page 
c) Publishing the presentation 
d) Using web folders 

12) Using PowerPoint with other applications 
a) MS Word 
b) MS Excel 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

A. Lecture on audience needs assessment and expectation analysis. 
B. 	 Pair- and small-group problem solving and discussion on presentation creation with the 

Auto Wizard feature. 
C. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

A. 	 Homework assignments that demonstrate mastery ofpresentation creation with the Auto Wizard 
feature. 

B. 	 Team projects where students develop presentations that incorporate graphics, sounds, transitions 
and animation. 

C. 	 Tests that demonstrate mastery ofcourse objectives, for example: multiple choice questions to 
verify comprehension ofpresentation-software terminology; activity problems to demonstrate 
mast of includin s ecial effects in a esentation. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readinq and writing, as well as out of class assiqnments are required. These assignments may include but are not limited to the following: 

A. Projects I Team Assignments. Given a case scenario the student will prepare an outline of the 
general organization of the presentation, highlighting audience needs and expectations. 

B. 	 Projects I Team Assignments. Given a problem statement the student will develop a presentation 
using the introduction, body, and conclusion format. 

C. 	 Projects I Team Assignments. The student will enhance a presentation by adding graphics, 
sounds, animation and transitions. 
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Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

R Ired 1 : 
Beverly Zimmerman, S. Scott New Perspectives on Microsoft Office 
Zimmerman PowerPoint M07, Com rehensive 
Author Title 

ICourse Technology I1-4239-0593-8 IAug 2007 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher Publication Date 

Supplemental (1): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
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Submitted by:[)~_i_I B_e_r~g~in____ ________~ Date: I OCT 2008 
Subject Course 

(select from this 
Ii Number 	 Ii.tie 

Computer CIS CAPP 126G Using Adobe lnDesign 
Information (formerly Using Adobe 
Systems lnDesign CS3) 

Business-M BUS 

History  M HIST HIST 151 History and Appreciation of Dance 
Dance  M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 3 0 - 3+ 	 1 unlt-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units-64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the Genera l Ed pattern, please select one or more areas from ~-

Pass/NoMaximum YES 

0514.00 

Yes or NoEnter number (usually Yes) Pass ALLOW Enrollment: 
Pass/No (click here for TOP Yes or No 	 TOP code 

(usually No) code website) Pass ONLY (choose only 1 ) 

time(s) for credit (max 4) (More detailed information on course repeatability can be found~-Can 
1 (If more than 1, justify with one of the following) be Because the course content differs each time it Is offered ... 

~--+---~ 

... filll!. lhe student who repeats ii is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 
. . MJJ!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 



Mt. San Jacinto College 
Page2of5 Integrated Course Outline of Record FormB 

Please onl describe the course . 75 words or less in ra box below . 

This course introduces the student to the principles, concepts, and techniques of 
desktop publishing with Aao6e lnDesign. The focus in this course will be on 
composition and layout of multiple page documents that include imported text, 
graphics, and artwork. This course is designed for the student who wants to 
integrate desktop publishing applications with other business computing 
a lications. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

An introduction to the principles and concepts of desktop publishing with an 
em hasis on inte ration with other business a lications. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

This course is part of the series of CAPP courses that prepare students to work 
effectivel with deskto ublishin software.• 

roval rocess. See Forms E1-E4 for details. 

None. 

roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

A. Define the term desktop publishing and specify the components of a desktop 
publishing system 

B. Compare traditional and desktop publishing methods of page design and 
printing 

C. 	Identify the major components ofthe lnDesign window 
D. 	Create a single-page publication that includes text and graphics 
E. 	Design a document with stacked groups and frames 
F. 	 Define basic typographic terms, and be able to explain and identify different 

categories of typefaces. 
G. Evaluate and adjust for kerning, leading, character width and tracking in a 

publication. 
H. 	Create master pages and style sheets 
I. 	 Recognize components that enhance or detract from page layout. Understand 

how color elements affect design 
J. 	Create indexes and tables to support publication of large documents 

Course Content: (please number the outline of main topics and subtopics) 

1. Introduction to desktop publishing 
a. Development of desktop publishing 
b. Traditional vs/ Desktop Publishing systems 
c. 	Com onents of a deskto ublishin s stem 
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2. Introduction to Adobe lnDesign 
a. Hardware requirements 
b. Software requirements 
c. lnDesign window 

3. Creating a publication 
a. SeWng up a publication 
b. Creating a publication 

4. Importing and positioning text 
a. Adding text 
b. Importing text 
c. Moving, copying, and deleting text 
d. Paragraphs 
e. Text blocks 
f. Frames 

5. Typography 
a. Characters 
b. Character size measurement 
c. Typefaces 
d. Popular typefaces 
e. Type specifications 

6. Working with graphics 
a. Adding graphics 
b. Importing graphics 

i---- c. Text and graphics 
d. Frames and graphics 

7. Arranging and combining objects 
a. Grouping 
b. Stacking 
c. Aligning and distributing 
d. Duplicating 
e. Transforming 

8. Working with styles 
a. Document structure 
b. Master pages 
c. Grids 
d. Creating and modifying styles 

9. Other features 
a. Transparency 
b. Drop shadows 
c. Feathering 
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1O. Large publications 
d. tables 
e. indexes 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinQ: 

A. Lecture on desktop publishing concepts. 
B. 	Pair· and small-group problem solving and discussion on creating master 

pages and style sheets. 
C. Hands-on activities in support of the discussions on typography. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

A. Homework assignments that demonstrate mastery of desktop publishing 
features and techniques. 

B. 	Team projects where students will build a large publication using Adobe 
In Design. 

C. Tests that demonstrate mastery of course objectives 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

A. Projects I Team Assignments. Given a case scenario, use Adobe lnDesign to 
create a publication in accord with good design principles. 

B. 	Projects I Team Assignments. Given a case scenario and sample data (text) 
sets, prepare a large publication that imports data, builds a publication, and 
utilizes tables and indexes. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Sandee Cohn lnDesign CS3 for Macintosh and 

Windows: Visual QuickStart Guide 
Author Title 

IPeachpit Press Io-321-so3os-a IOct2007 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 
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Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 126G rev FEB 09 
TOP CODE Change 5/24/10- Effective FAlO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~C_a_r_e_n_H_e_n_ne_s_s_y~~~~~~~~~~~~~~~J Date: 8/26/10 

Subject Course 
(select from this 

Ii Number 
Business BUS CAPP 135 	 Using Microsoft Project 

(formerly CAPP 1350 Using 
Microsoft Project 2007} 

Computer CIS CAPP 135 Using Microsoft Project 
Information (formerly CAPP 1350 Using 
Systems Microsoft Project 2007) 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units
Lecture YQ 
Uni!i[HQUG! Unlts/HouG? 3 + 	 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2unlts-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units - 64-72 4 unlts-192-216 48-54 + 	 - 48-54-5 units - 80-90 5 units - 240-270 

Maximum 	 TOP code (Cli!<k hrn: for TQP88 Enter number 	 0514.00 
Enrollmgnt: (choose only 1) code website) 

Pass/No Pass Yes or No 
0 (usually No) ONLY 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found !Jfilfil.Can 
1 (If more than 1, justify with one of the following) be ~--+--=Bec-'-"-'a=u"'-se"°'the course content differs each tJme It Is offered ...0 ...i!1Sf the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

......----< enhanced by supervised repetition and practice within class periods .. .i!1Sf the student who repeats it is gaining an expanded educational experience because active participatory

D experience In individual study or group assignments Is the basic means by which teaming objectives are 

taken 

obtained. 
~--~ 

Ostand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a non-d&gree applicable credit course or a <Mgree applicable credit course which Is not part ofa <Mgree or state certificate and Is not 
approved In otM of the GE areas. Ifa course Is only approved In an employment concentration certificate, It Is considered Stand Alone. If course is Stand 
AlotM, Indicate In Stand Alone field on Form A 1. 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~- In the box below, justify placement 
for each general education area indicated using the general education definitions and student learning outcomes found ~-

REV 7110 
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Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This col!rse introduces students to Microsoft Project as a project management tool. Within the framework of the 
project management life cycle, the following activities will be examined: integration and scope management, 
time, cost, and quality management, and communications and risk management. This course is designed for 
the student who needs a workin knowfed e of ro'ect mana ement tools and techni ues. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the 
entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces students to Microsoft Project. It includes topics of project integration.scope, time, cost, 
uali mana ement, communications and risk man ement. 

To count words, select only the words within the catalog description, then go to Tools. and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course introduces the student to one of the core subject areas in all Business environments, i.e. project 
mana ement. The student will ain insi ht into career o rtunities for ro·ect mana ement s ecialists. 

Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E5 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None 

Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E5 for details. 

None 

Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E5 for details. 

None 

Other Enrollment Criteria: 
See Forms E1-E5 for details. 

None 

Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followin : 

1. Assess project management and the impact on business 
2. Analyze the project management life cycle. 
3. Design and discuss various project views, filters, forms and reports and analyze their use in the decision 
making process. 

4. Prepare a Work Breakdown Structure 
5. Construct and use GANNT charts and PERT charts for project planning and tracking. 
6. Examine and apply the different cost estimating techniques. 
7. Analyze various kinds of project documentation. 
8. Identify common sources of risk on projects and develop strategies for identifying and reducing them. 
9. Or anize Microsoft Pro'ect to su ort each of the ma·or hases of the ro·ect mana ement life c cle. 

Course Content: (please number the outline of main topics and subtopics) 

1) Introduction to project management 
a) The role of project management in Business 
b} Project management life cycle 
c) Project phases 
d) Project management process groups 

2) Microsoft Project Basics 
a) Establishing project start and end dates 
b) Review the project panes, toolbars and screen structure. 
c) Review the function of a GANTT and PERT chart 

3) Project Tasks 
a) Creating general tasks 
b) Establishing Task durations 

REV 7/10 
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c) Milestones 
d} Summary and subordinate tasks 
e) Linking tasks 

i Finish-to-Start 
ii Start-to- Start 
iii Anish-to-Anish 
iv StarHo-Finish 

f) 't:stablishing lag & lead 
g) Identifying the critical path 
h) Splitting tasks 
i) Recurring tasks 
j) Review and access the Task Information window 

4) Project Resources 
a) Adding resources 
b) Identifying resource fields 
c) Editing resources 
d) Assigning resources to tasks 
e) Identifying and managing overallocated resources 

5) Calendars 
a} Relationship between calendars and the project. 
b} Creating projecl calendars~ · 
c) ···Creating task calendar&. 

.. 	 d) Creating re$ource calendars~ . ____ .. 
e) Editi..-tifilQqtiaQ calendars. 

6) Cosbt 
a) Identifying resource and task costs 
b) 
c} 

Adding and editing_cost. information 
Viewing and analyzing cost information 

d} Identify ways to reduce a pr.oje-cts costs~ 

7) Projeef communications management 
a)· Background 	 ··- 
b) Communications planning . · "''~ , :... 

,.s;Jj; .~ting project components-with s~iitiOfders. 
____._CJY Consolidating and linking projects 

·e) Identify project documentation options - POF, GANNT, PERT and Calendars 

8) Executing a project 
a) Establishing a baseline 
b) Identifying variances 
c) Completing tasks 
d) Managing resources 
e) Analyze risk _management concepts 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 
1. Lecture on project management life cycle and the core andfacilitating functions of project management 
2.lnstructor-led guided practiee of Microsoft Project's functions. . _ _· · _ . . _ .·_ · · ·. _ · ·-·-•· · 
3. case study analysis Of actual projects to identify the positive.and negative aspects .of a particular project 
4. Sttident o that utilize Microsoft Pro· as a ma ement tool. · · · 

Methods of Evaluation: A studenfs grade shall be determined by the instructor using multiple measures of perfonnance 
related to the course ob" ·ves. Methods of evaluation ma include but are not limited to the followi : 

1. Homework assignments that demonstrate mastery of using the Microsoft Project software. 

2. Exams wilt be used to measure competencies in problem solving and analysis of correct procedures and 
techni ues. Questions will test for content understandin of terminal and knQWfed of sub'ect matter. 

REV 7/10 
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Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writi • as well as out of dass assi nments are r uired. These assi nments ma indude but are not limited to the followin : 

Identify a project that needs to be completed, prepare a 200 word description of the project and the desired 
outcome. Use Microsoft Project to document the project. The project requirements are: at least 20 tasks, has 
logical task linking, utilizes resources to complete tasks, identifies resource and task calendars and produces a 
GANNT. Students will present their project to the class, explain the projecfs purpose and organization, then 
answer questions from classmates. The project will be assessed on if it contains the required components and 
and the re ort and resentation clear! ex lains the ro'ect's sco e and outcome. 

Microsoft Office Pro·ect 2007 
Author Title 

I Wiley & Sons ! 978-0-4 70-06953-0 I 111/2008 
Publisher ISBN Publication Date 

Required (2): 
I 

Author Title 

Publisher ISBN Publication Date 

Required (3): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
I 

Author Title 

Publisher 

I 
Supplemental (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher ISBN Publication Date 

REV 7/10 
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Submitted by: ~B_i_IB_e_r~g~in~~~~~~~~~~~~~IDate: !oct2008 
Subject Course 

(select from this 
Ii Number 

[=_ 

Computer CIS CAPP 140 Using Microsoft Office 
Information - Level 2 (formerly CAPP 
Systems 1400 Using Microsoft Office 

, 2007-Level 2) 

Business-M 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units - 32-36 

Y.12 
Units/Hours 
1 unit - 48-54 
2 units - 96-108 

Lecture Units 
3 

Lecture Hours 
+ 

Lab Units 
0 

Lab Hours 
--

Total Units 
3 

Total Hours 
3 units - 48-54 
4 units-64-72 
5 units - 80-90 

3 units -144-162 
4 units -192-216 
5 units - 240-270 

48-54 + 0 -- 48-54 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~. 

Maximum Pass/No YES 

0514.00 

Yes or No Enter number (usually Yes) Enrollment: Pass ALLOW 
Pass/No Yes or No 	 TOP code (click here for TOP 

(usually No) code website) Pass ONLY (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~·Can 
1 (If more than 1 , justify with one of the following)be Because the course content differs each time it Is offered ... 

~--+---~ 

... MHl. the student who n3peats it is gaining an expanded educational experience because skills and proficiencies are 
>-------< 	enhanced by supervised repetition and practice within class periods 

... MHl. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

~-~ 

Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
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Please only describe the course). (75 words or less in gray box below). 

This course is designed to acquaint the students with the proper procedures to 
create more advanced documents, workbooks, databases and presentations 
suitable for course work, professional purposes, and for personal use. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

This class teaches the more advanced skills needed to take the Microsoft Core-Level 
MOS exams and perform satisfactorily in college and the office environmenL 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course allows the student to demonstrate their proficiency in the Microsoft 
Office Applications by preparing them to pass the Core-level Microsoft Office User 
Specialist Exam (MOUS/MOS) for Microsoft Word, Microsoft Excel, Microsoft Access, 
and the Comprehensive-level Microsoft Office Specialist Exam for Microsoft Office 
PowerPoint. 

CAPP120or 
Corequisite(s): 
Core uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followinq: 

Objectives - Word Processing 
1. Compare and contrast appropriate formatting styles used to create basic 

letters, memorandums, and reports utilizing functions such as Autoformat, 
AutoComplete, Autoeorrect, as well as, Spell- and Grammar-Check. 

2. Arrange tabs and tabular columns in word processing documents with a 
professional approach. 

3. Experiment with appropriate techniques to move, copy and replace text in 
documents. 

4. Analyze and evaluate the necessity of using section breaks in a documenL 
5. Create headers and footers in Word documents. 
6. Organize, evaluate, and prepare samples ofcorrectly formatted letters, 

memos, reports, and tables that meet workplace criteria. 
Objectives - Spreadsheet 

1. Create logical functions, and apply number and character functions in the 
design of a spreadsheet solution 

2. Create charts that are appropriate for the data (and statistics) being depicted 
3. Identify elements on an Excel list 
4. Apply conditional formatting to a range of data 
5. Create and use an Excel workspace 
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Objectives - Presentation 
1. Prepare outlines, handouts and speaker notes 
2. Use design templates to establish presentation standards 
3. Apply graphics, sounds, and animation where appropriate 
4. Evaluate sources of data and import Word outlines and Excel charts 

Objectives - Database 
1. Create, run and save queries 
2. Create a form in accordance with standard design principles 
3. Maintain table data using a form 
4. Design and create a report in accordance with problem specifications 
5. Define data validation criteria appropriate to the data type and problem 

domain 

Course Content: (please number the outline of main topics and subtopics) 

Word Processing 
1. Tabs 

a. Tabs and Tabbed columns 
i. Set left, right, centered, decimal, and dot leader tabs 
ii. Adjust or clear tab settings , - 
iii. Create tabbed columns 
iv. Sort paragraphs and tabbed columns 

2. Moving, Copying, and Replacing Text 
a. Moving and Copying Text 

i. Using the Office Clipboard 
ii. Moving text by dragging or using cut and paste 
iii. Copying text by dragging or using cut and paste 
iv. Working with multiple document windows 
v. Moving and copying text among windows 

b. Find and Replace 
i. Find text 
ii. Find and replace text 
iii. Find and replace special characters 
iv. Find and replace formatting 

3. Page Formatting 
a. Page and Section Breaks 

i. Using soft and hard page breaks 
ii. Controlling line and page breaks 
iii. Controlling section breaks 
iv. Formatting sections 
v. Using the go to feature 

b. Page Numbers, Headers, and Footers 
i. Add or vary page numbers 
ii. Change starting page numbers 
iii. Add headers and footers in documents 
iv. Work with headers and footers within sections 
v. Link section headers and footers 
vi. Create continuation or alternate page headers and footers 

4. Tables 
a. Tables 
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i. Create a table 
ii. 	 Key and edit text in tables 
iii. Select cells, rows, and columns 
iv. Edit table··structures 
v. 	 Format tables and cell contents 
vi. Convert tables and text 

Spreadsheet 

1. Excel charts 
a. Creating a chart with the wizard 
b. Updating a chart 
c. Formatting chart elements 

2. 	 Excel lists 
a. Planning and creating a list 
b. Sorting data 
c. Using a form to maintain a list 

3. Additional formatting techniques 
4. Workspace environment 

a. Using multiple worksheets 
b. 	Grouping worksheets 
c. 	Creating workbooks 

Database 
1. Creating and Modifying Queries 

a. 	Create and modify select queries 
b. Add calculated fields to Select queries 

2. Creating and Modifying Forms 
a. 	Create and display forms 
b. Modify form properties 

3. Viewing and Modifying Information 
a. Enter, edit and delete records 
b. 	Sort records 
c. 	Filter records 

Methods of Instruction: (please number and be reflective of a variety of 1eaming styles) 
Methods of instruction may include, but are not limited to the foliowinq: 

A. Lecture on how to solve problems using the most appropriate office skills. 
B. 	Lecture on the design and implementation of systems and the necessary 

documentation. 
C. 	Demonstrate how to create Word mail merge documents. 
D. 	Demonstrate how to create and use Excel databases and queries. 
E. 	 Illustrate designing and constructing an Access Switchboard. 

Methods of Evaluation: A studenfs grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

A. Graded assignments from textbook. Apply Your Knowledge requires students 
to open and manipulate a file on the Data Disk, and follow instructions for 
com letin assi nment. 
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B. Graded assignments from textbook. In the Lab I and Lab II are in-depth 
assignments per project that require students to apply knowledge gained in 
the project to solve problems on the computer such as Word Mail Merge and 
Excel database queries. 

C. 	Test that demonstrate the student's ability to select and apply appropriate 
Word, Excel, Access and PowerPoint skills in solving complex business 
problems. 

D. 	Assign special projects for independent study from the case studies at the end 
of each chapter that will demonstrate the student's ability to construct 
databases incorporating an Access Switchboard. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalenl 
Reading and writino, as well as out of dass assignments are reouired. These assignments may indude but are not limited to the following: 

Microsoft Word 
Creating a Document with a Table Chart, and Watermark 

1. Creating a Title Page 
2. Inserting Clip Art from the Web 
3. Resizing and aligning clip art 
4. Inserting a Section Break 
5. 	Creating a header and footer different from a previous section 

header · 
6. Creating and applying a character style 
7. Drawing a table 

Microsoft Excel 
Creating Templates and Working with Multiple Worksheets and Workbooks 

1. Creating a temph:.te 
2. Entering title and row titles 
3. Formatting template 
4. Creating and assigning a customized format code 
5. Creating a workbook from a template 
6. Entering a sheet reference 
7. Drawing a cylinder chart 
8. Entering workbook reference 

Microsoft Access 
Reports, Forms, and Combo Boxes 

1. Create a query for a report 
2. Use the report window to modify a report design 
3. Recognize sections in a report 
4. Create a report with grouping and subtotals 
5. Create a form 
8. Use the form window to modify a form design 
7. Place a combo box on a form 
8. Saving and closing a database 

Microsoft PowerPoint 

Usina Visuals to Enhance a Slide Show 


http:temph:.te
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1. Create presentati()n using visuals 
2. Open a Microsoft Word outline as a presentation 
3. Modify clip art · 
4. Insertand format a table 
5. Create and format an organizational chart 
6. Add an animation scheme to a slide or selected slides 
7. Print slides aa handouts 
8. Save and close presentation 

Textbook ( S): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Gary B. Shelly, Thomas J. Cashman, Microsoft Office 2007: Advanced 
Mis E. Vermaat Cone ts and Techni ues 
Author Title 

I Course Technology I1-4188-4332·6 IJut 2001 
ISBN Publication Date 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2\ 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 140D rev FEB 09 
TOP CODE Change 5/24/10 - Effective FA 10 per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~B_i_IB_e_r~g~i"~~~~~~~~~~~~___.IDate: l oct2008 

Discigline 
r~""'1 frnm th•" I~! \ 

Degartment 
Iu.1""'1 frnm '"'• li '<t \ 

Subject 
I select from this 

li"l \ 

Course 
Number Title 

Computer CIS CAPP 140M Using OpenOffice - Level 2 
Information (formerly Using OpenOffice 
Systems v2-Level 2)I II 

I I 
Business-M BUS I 

I I 
I 
I I I I 

History - M HIST HIST 151 History and Appreciation of Dance 

Dance- M 


DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit (please click here for the transfer form ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerty 
{Subj}{Course Number}) i.e. Technoloay in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requ ires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 0 - 3+ 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 98-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units- 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from ~-

Pass/NoMaximum Yes or No Enter number 
(usually Yes) Enrollment: Pass ALLOW 

Pass/No Yes or No TOP code (c lick heref or TOP 
(usually No) code webs1te l Pass ONLY (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found ~).Can 
1 (If more than 1. justify with one of the following) be L----+-~B-'-ec"-'a=u-'-se"°'the course content differs each time It Is offered ... 

. _. !ill!. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
1-----; enhanced by supervised repetition and practice within class periods 

_;mg the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

L----~ 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 
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This course is designed to acquaint students the proper procedures for creating 
more advanced documents, workbooks, databases and presentations using the 
o---~ce suite. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This class teaches advanced skills in the Open Office suite that would be suitable for 
course work rofessional u oses as well as ersonal use. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The CIS department offers courses that are designed to prepare students for 
employment in the field of Information Technology. This particular course is part of 
our Com uter A lications CAPP and Linux r rams of stud . 

Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followin : 

Objectives - Word Processing 
1. Compare and contrast appropriate formatting styf es used to create basic 

letters, memorandums, and reports utilizing functions such as Autoformat, 
AutoComplete, AutoCorrect, as well as, Spell- and Grammar-Check. 

2. 	Arrange tabs and tabular columns in word processing documents with a 
professional approach. 

3. Experiment with appropriate techniques to move, copy and replace text in 
documents. 

4. Analyze and evaluate the necessity of using section breaks in a document 
5. Create headers and footers in Writer documents. 
6. Organize, evaluate, and prepare samples of correctly formatted letters, 

memos, reports, and tables that meet workplace criteria. 
Objectives - Spreadsheet 

1. Create logical functions, and apply number and character functions in the 
design of a spreadsheet solution 

2. Create charts that are appropriate for the data (and statistics) being depicted 
3. Identify elements on an Cale list 
4. Apply conditional formatting to a range ofdata 
5. Create and use an Cale workspace 

Objectives - Presentation 
1. Prepare outlines, handouts aostuaeaker notes 
2. Use design templates to establish presentation standards 
3. Apply graphics, sounds, and animation where appropriate 
4. Evaluate sources of data and im ort Writer outlines and Cale charts 
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Objectives - Database · 
1. Create, run and save queries 
2. 	Create a form in accordance with standard design principles 
3. 	Maintain table data using a form 
4. 	Design and create a report in accordance with problem specifications 
5.: 	Define data validation criteria appropriate to the data type and problem 

domain 

Course Content: (please number the outline of main topics and subtopics) 

1. 	Word Processing 
a. 	Styles 
b. Template& 
c. 	Indexes and Table ofContents 
d. 	Headings and Numbering 
e. 	Master Document 
f. 	 Conditional Text 
g. Form Letters · 

h.. News Letters 


2. 	 Spreadsheet 
a. 	Charts 
b. 	Database Functions · 
c: Goal Seek 

d.. Using Scenario& 


a.. 	Presentation 
a. Slide Transformation, Animation and Effect$ 
b.· Slide··Layout 
o.. 	Template 

4. 	Database 
a. Create Database 

b~ Create Tables 

c. 	Crate Relationships 
d. 	Building Queries 
e. Building Reports· 

f; Building Forms •nd Fann Design 


5; CustomiZe 
a Digital Signatures 
b~ Customizing the Interface 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followi : 

A. 	Lecture, individual consultation. and demonstration using OpenOffice..: 
B. 	Hands-on activities usingconcepts and techniques ofOpenOffice. 
C. 	Pair- and small-group problem solving and discussion on OpenOffice concepts, 

andusa e.· 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
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related to the course obiectives. Methods of evaluation mav include but are not limited to the following: 

A. 	Homework assignments that demonstrate mastery of OpenOffice concepts, 
terminology, and usages. 

B. Team projects where students will design documents using OpenOffice. 
C. Tests that demonstrate mastery ofcourse objectives. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readino and writina, as well as out of class assionments are reouired. These assionments mav include but are not limited to the followino: 

OpenOffice Writer 
Creating a Document with a Table Chart, and Watermark 

1. Creating a title page 
2. 	 Inserting clip art from the web 
3. 	 Resizing and aligning clip art 
4. Inserting a section break 
5. 	 Creating a header and footer different from a previous section 

header 
6. Creating and applying a character style 
7. Drawing a table 

OpenOffice Cale 
Creating Templates and Working with Multiple Worksheets and Workbooks 

1. Creating a template 
2. Entering title and row titles 
3. Formatting template 
4. Creating and assigning a customized format code 
5. Creating a workbook from a template 
6. Entering a sheet reference 
7. Drawing a cylinder chart 
8. Entering workbook reference 

OpenOffice Base 
Reports, Forms, and Combo Boxes 

1. Create a query for a report 
2. Use the report window to modify a report design 
3. Recognize sections in a report 
4. Create a report with grouping and subtotals 
5. Create a form 
6. Use the form window to modify a form design 
7. Place a combo box on a form 
8. Saving and closing a database 

OpenOffice Impress 
Using Visuals to Enhance a Slide Show 

1. Create presentation using visuals 
2. 	Open a OpenOffice Writer outline as a presentation 
3. Modify clip art 
4. 	Insert and format a table 
5. Create and format an organizational chart 
6. 	Add an animation scheme to a slide or selected slides 
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7. Print slides as handouts 
8. Save and close presentation 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
G. Roderick Singleton OpenOffice.org User Guide for Version 

2.3 
Author Title 

IOpenOffice.org !None IApr2005 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 140M rev FEB 09 
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Submitted by: ~B_i_l_B_er~g~in_____________~I Date: IOct 2008 
Course 
N~mt:>.er 

Computer CIS CAPP 141 Using Microsoft Word 
Information - Level 2 (formerly CAPP 
Systems 1410 Using Microsoft Word 

2007 - Level 2) 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units-64-72 4 units - 192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from ~ 

Maximum Pass/No YES 

0514.00 

Yes or NoEnter number 
(usually Yes) Pass ALLOW Enrollment: 

Pass/No Yes or No TOP code (click here for TOP 
(usually No) code website) (choose only 1 ) Pass ONLY 

time(S) fOr Credit (max 4) (More detailed information on course repeatability can be found ~).Can 
1 (tf more than 1 , justify with one of the following) be Because the course content differs each time it Is offered ... 

~--+----~ 

... MU!. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
i--------< enhanced by supervised repetition and practice within class periods 

. ~the student who repeats ii is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments Is the basic means by which teaming objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 

http:N~mt:>.er
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This is an advanced course in Microsoft Word focused on formatting and managing 
large documents. Topics include: page formatting, footnotes, macros, merging, 
document assembly, sorting, tables, graphics and collaboration. This course 
presents topics that are included in the Expert MOS exam. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in qray box below). 

This advanced course in Microsoft Word focuses on features for formatting and 
managing large documents. This course presents topics included in the Expert MOS 
exam. 
To count words, select only the words within the catalog descnpt1on, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This is an advanced course in the Office Administration course of study, the 
Certificate in Business, Office Administration Technician, and Employment 
Concentration Certificates. 

None. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followinq: 

1. 	 Create and utilize styles. 

2. 	 Compare and evaluate a variety of Desktop Publishing and Graphics 
features. 

3. 	 Demonstrate appropriate use of inserting and updating field codes. 

4. 	 Create, edit and utilize online forms. 

5. 	 Organize and produce a correctly Merged "main document" with a "data 
source" and be able to sort this "Mail Merge" information. 

6. 	 Create and use macros. 

7. 	 Create and modify Tables, Charts and Diagrams. 

8. 	 Insertand edit Footnotes, Endnotes, Captions, and Cross-References. 

9. Assemble and Edit Outlines. 

1O. Compose Indexes and Table of Contents 

11. 	 Assemble large documents utilizing master and subdocuments. 

12. 	 Utilize advanced collaboration tools. 

Course Content: (please number the outline of main topics and subtopics) 
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A. Styles 
1. Create custom styles for text. tables, and lists. 
2. Modify styles 
3. Share styles with other documents 

B. Work with Shapes, Pictures, and Text Boxes 
1. Insert and modify shapes, objects, pictures, and text boxes 
2. Use advanced layout features 

C. Advanced Functions 
1. Insert fields, change field properties, and update fields 
2. Control pagination 
3. Summarize the document using automated tools 
4. Navigate the document using document navigation tools 
5. Structure document using XML 

0. Electronic Forms 
1. Create templates to use as forms 
2. Insert fields in a form 
3. Use, edit, and insert a table in a form 

E. Mail Merge 
1. Createamain document- letters and labels 
2. _Create and modify a custom data source 
3. Insert merge fields into a main document and merge data 

F. Macros 
1. Create a macro 
2. Run a macro 
3. Edit a macro 

G. Customize Word 
1. Customize menus and toolbars 
2. Modify default settings 
3. Customize document properties 

H. Advanced Tables 
1. Work with long tables using advanced table-formatting options 
2. Sort paragraphs, tables, and lists 
3. Perform calculations in a table 

I. Advanced Charts 
1. Create charts by using data from other applications 
2. Modify chart types 
3. Add and modify chart options and chart elements 

J. Footnotes and Endnotes 
1. Add footnotes, endnotes, captions and cross-references. 
2. View, edit, and format footnotes, endnotes, captions and 

cross-references. 
K. Outlines 

1. Create outlines 
2. Collapse, expand, and navigate in an outline 
3. Reorganize an outline 

L. Indexes and Tables of Contents 
1. Identify index entries 
2. Format and compile an index 
3. Edit and update an index 
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4. Create, edit and update a table of contents 
M. 	Master Documents 

1. Create master documents 
2. Share master documents 
3. Edit.subdocuments 

N. Collaboration 
1. Modify and track change options 
2. Publish and edit Web documents 
3. Manage document versions 
4. 	 Protect and restrict forms and documents 
5. 	 Attach digital signatures to a document 

Methods of Instruction: (please number and be reflective of a variety of learning styles} 
Methods of instruction mav include. but are not limited to the followino: 

A. Lecture presentation and classroom discussion on current principles and 
practices of correct techniques utilized in advanced Word functions including 
merge, macros, desktop publishing, tables, and charts. 

B. Following lectures, the instructor will assist students as they implement 
lecture concepts by producing sample documents. 

C. 	Computer generated examples will be used to enhance and illustrate class 
activities, exercises, and other appropriate information. 

O. 	Facilitated group discussions regarding appropriate use of Word functions in 
business situations. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. Methods of evaluation mav include but are not limited to the followino: 

A. Comprehensive production problems will be given to test student knowledge 
of and ability to link business concepts and competencies to document 
production. These production tests will include advanced features including 
merge, desktop publishing, tables and charts, and master documents. 

B. Written tests will be used to measure competencies in problem solving and 
analysis of correct procedures and techniques. Questions will test for content 
understanding of terminology and knowledge of subject matter through the 
students' ability to contrast and evaluate the formaWng of documents utilizing 
advanced word processing concepts. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin • as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

A. Use an existing Word document to create a fill-in form with text, drop down, 
and check box fields. 

B. Open a specified data file. 	Add and format chart titles, change chart colors, 
format the legend, and format axes. 

C. 	Students will create subdocuments, insert this file into a master document, 
then enerate a table of contents for the master document 
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Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Shelley Gaskin, Annette Duvall GO! With Microsoft Office Word 2007 

Com rehensive 
Author Title 

I Prentice Hall Publishing I01s2321406 IDec2007 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 141 rev FEB 09 
TOP CODE Change 5/24/10- Effective FAIO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: 	 Oct2008 
Subject CourseDiscigline (select from this 


1......,..: ''""' th'" 11..n 

l 

l~• fr""' this li,.t \ 'i !l:t \ Number Title 

Computer CIS CAPP 143 Using Microsoft Access 
Information - Level 2 (formerly CAPP 
Systems 1430 Using Microsoft 

Access 2007 - Level 2) 
I l 

Buslness-M 
Q ~us 
I 

I II I 
History - M HIST HIST 151 History and Apprec1at1on of Dance 
Dance - M 

DAN 	 DAN 100 History and Appreciation of Dance 

Course Number: a) 001 -069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 0 3+ 	 -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 un its- 64-72 4 units - 192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more area s from~. 

Maximum 	 Pass/No-
Enter number

Enrollment: Pass ALLOW 
Pass/No- Yes or No TOP code0 (usually No)Pass ONLY 	 (choose only 1) ~ 

YES 


0514.00 


Yes or No 
(usually Yes) 

{click h~re for TQP 
clli!!: w~l:!site) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found !Nm).Can 
1 (If more than 1, justify with one of the following)be ~--+--"'B-'-~= se""'the course content differs each time it is offered ...ecau-'-

... ~the student who repeats it is gaining an expanded educational experience because slc///s and proficiencies are 
1-----1 	 enhanced by supervised repetition and practice within class periods 

... !!1SJ. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which iearnlng objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course). (75 words or less in gray box below). 

This course continues the student's inquiry into database applications by presenting 
advanced features of the MS Access application. The focus in this course will be on 
multiple-table relations, and students will design and build complex forms, reports 
and queries with an emphasis on Visual Basic for Applications (VBA). This course is 
designed for the student who wants to learn how to develop effective database 
solutions for single-user and workgroup applications. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within. it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

Develop single-user and workgroup applications using advanced features of MS 
Access. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful' If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The CIS department offers courses that are designed to prepare students for 
employment in the field of Information Technology. This particular course will be 
incorporated into our Computer Applications I Programming track. This track 
teaches students to use their analytical and design skills to develop custom business 
solutions using the MS Office Applications. 

None. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followinq: 

A. Model the data needs for a business application using Entity-Relationship (ER) 
diagrams. 

B. Describe the concept of referential integrity (RI) and build a database that makes 
appropriate use of RI. 

C. 	Assemble an Access database from tab-delimited data, and data from other MS 
Office applications into. 

D. 	Create form templates, form masters and switchboards. 
E. 	Use report sections and embed charts in a report. 
F. 	 Explain event processing and create event procedures to validate data entry. 
G. Create VBA programs I procedures that use selection and iteration control 

structures. 
H. Describe the Data Access Object (DAO) model and use the DAO recordset object 

in VBAcode. 

Course Content: (please number the outline of main topics and subtopics) 

I 1) Database Design and Modeling 



Mt. San Jacinto College 

Page3of5 Integrated Course Outline of Record FormB 


a) Entity-Relationship Modeling 

b) Logical Database Design 

c) Normalization 

d) Physical Database Design 


2) External Data 
a) External data concepts 
b) Creating Import data specifications 
c) Creating Export data specifications 
d) Linking to external data

3) Using SQL 
a) Data query language (DQL) commands 
b) Data manipulation language (DML) commands 

4) Designing complex forms 
a) Creating form templates 
b) Creating form masters 
c) Creating data entry forms 

5) Designing complex reports 
a) Creating report masters 
b) Creating numbered lists 
c) Creating sub-reports 

6) 	Designing a user interface 
a) Creating menus 
b) Creating tootbars 
c) Creating switchboards 

7) Using Visual Basic for Applications (VBA) 
a) Overview of the VBA environment 
b) Defining modules 

i) Sub procedures 

ii) Functions 


c) Using variables 

i) Declaring variables 

ii) Variable scope 


d) 	Automating ActiveX controls with VBA 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followiOQ: 

A. Lecture on data modeling and referential integrity. 
B. Lecture, individual consultation and demonstration using VBA. 
C. Pair- and small-group problem solving and discussion on data import and export 

facilities. 
D. 	Hands-on activities using concepts presented in class to create complex forms 

and reports. 
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Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

A. Homework assignments that demonstrate mastery of form and report design 
guidelines. 

B. Team projects where students develop database applications that incorporate 
complex forms and reports. 

C. 	Programming assignments that demonstrate mastery of VBA concepts. 
D. 	Tests that demonstrate mastery ofcourse objectives, for example: multiple 

choice questions to verify comprehension of modelling terms and symbols; short 
problems to demonstrate the ability to create ER models. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writing, as well as out of class assianments are reauired. These assignments mav include but are not limited to the followina: 

A. Projects I Team Assignments. The team will prepare an ER diagram to describe 
and document the data needs of a case scenario application. 

B. Projects I Team Assignments. Given a problem statement the student will create 
form templates and form masters, as well as data entry forms that are derived 
from these templates and masters. 

C. 	Projects I Team Assignments. Given a problem statement the student will write a 
VBA program to validate data entered in a form. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Anthony Briggs New Perspectives on Microsoft Office 

Access 2003 with VBA, Advanced 
Author Title 

I Course Technology I 0-619-20673-X IAug 2004 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 
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Author Title 

Publisher ISBN Publication Date 

CAPP 143 rev FEB 09 
TOP CODE Change 5/24110- Effective FAlO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Computer 
Information 
Systems 

Business-M 

CIS CAPP 

BUS 

Submitted by: ~B_i_l_Be_r~g~in~~~~~~~~~~~~___,Joate: loct2008 
Course 
Number 
160 Using Microsoft Office 

- Level 3 (formerly CAPP 
1600 Using Microsoft Office 
2007- Level 3) 

History  M HIST HIST 151 History and Apprec1at1on of Dance 
Dance- M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Tit!e: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 0 - 3+ 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 unlts-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units - 64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from~. 

Maximum Pass/No YES 

0514.00 

Yes or No Enter number (usually Yes) Enrollment: Pass ALLOW 
Pass/No Yes or No 	 TOP code (click here for TOP 

(usually No) code website) Pass ONLY (choose only 1) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~·Can 
1 (If more than 1 , justify wrth one of the following) be Because the course content differs each time it Is offered ... 

~---t---~ 

. fills!. the student who repeats it is gaining an expanded educational experience because skills and proffc/encles are 
enhanced by supervised repetition and practice within class periods 
. . fills!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course). (75 words or less in oray box below). 

This course introduces students to the Visual Basic for Applications programming 
environment and how this programming facility can be used to automate many 
desktop application functions. Emphasis in the course will be on using the object 
models in the Microsoft Word. 

To count 'M>rds, select only the 'M>rds within the catalog descnpt1on, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the 'M>rds are within, it 'M>n't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

Use Visual Basic for Applications (VBA) to extend the capabilities of MS Word, Excel, 
and Access in the automation of business processes. 

To count words, select only the 'M>rds within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the 'M>rds are within, it 'M>n't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The CfS department offers courses that are designed to prepare students for 
employment in the field of Information Technology. This particular course will be 
incorporated into our Computer Applications I Programming track. This track 
teaches students to use their analytical and design skills to develop custom business 
solutions using the MS Office Applications. 

roval recess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upen the completion of the course the student will be able to do the followinq: 

A. 	List and describe the major program design guidelines. 
B. Prepare program/procedure documentation using any of the following: program 

flowcharts, and pseudocode. 
C. 	Describe the hierarchy of arithmetic operations in VBA. 
D. 	Create VBA programs/procedures that use selection and iteration control 

structures. 
E. 	Construct and modify macros to automate tasks in Word, Excel, and Access. 
F. 	 Use the object browser to locate information about objects and their properties. 
G. Prepare programs/procedures that manipulate application objects. 

Course Content: (please number the outline of main topics and subtopics) 

1) 	Introduction to MS Office, Visual Basic for Applications 

2) 	MS Office Objects 
a) The Object Model 
b) Collections and Objects 
c) Objects 
d) Events 
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e) 	Properties 

3) 	Programming in VBA 
a) 	Data 

i) Variables and constants 
ii) Variable scope 

b) 	Procedures 

i) Selection blocks 

ii) Iteration blocks 


(1) Do-loop 
(2) For - next 

4) MS Word Object Model 
a) Range objects 
b) Object formats 

5) MS Excel Object Model 
a) Range objects 
b) Chart objects 

6) MS Access Object Model 
a) ADO object model 
b) Workspace object 
c) Recordset collection 

7) 	File management 
a) Open method 
b) Close method 
c) Save as method 

8) 	Career Opportunities 
a) Educational opportunities 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followinq: 

A. 	Lecture, individual consultation, and demonstration using VBA. 
B. Hands-on activities using concepts and techniques of program design and 

coding. 
C. Pair- and small-group problem solving and discussion on object-oriented 

concepts. and program design notation. 

Methods of Evaluation: A studenfs grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

A. 	Homework assignments that demonstrate mastery of program notation concepts, 
such as program flowcharts, pseudocode, and object-oriented notation. 

B. Programming assignments that demonstrate that the student can evaluate and 
select the appropriate PDM, and translate that PDM into a working and viable 

r ram usin the VBA ro rammin Ian ua e. 
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C. Tests that demonstrate mastery of course objectives, for example: short 
problems with VBA code examples for the student to demonstrate their ability to 
interpret and describe sample VBA programs. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

A. Programming Assignments. Students will complete programming assignments 
that require them to analyze program specifications, apply appropriate program 
design methodologies, develop, code, and test program solutions, and document 
and describe those solutions using program design notation. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Gary B. Shelly, Thomas J. Cashman, Microsoft Office 2007: Post-Advanced 
Mis E. Vermaat Conca ts and Techni ues 
Author Title 

I Cengage I1-4188-4334-2 IAug 2007 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Re=uired (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental ~1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 160 rev FEB 09 
TOP CODE Change 5/24/l 0 - Effective FA 10 per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~B_i_IB_e_r~g~in____________~I Date: I31-Aug-09 

Computer 
Information 
Systems 

CIS 

Subject 
(select from this 

!i ! 

CSIS 

Course 
tiuml:ler 
150 

I Ute 
Using Microsoft Windows 

History - M HIST HIST 151 History and Apprec1at1on of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click Mm for the transfer form). 

Title: 	 lfthis course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lab 

Units/Hour§ Units/Hours 3 0 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units-64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

~ 	

+ -

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~-

Pass/No Pass Maximum YES 

0708.20 

Yes or NoEnter number (usually Yes) Enrollment: ALLOW 
Pass/No Pass Yes or No 	 TOP code (click here for TOP 

(usually No) code website) (choose only 1 ) ONLY 

time($) for Credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1. justify with one of the following)be ~-.......__B_ec_a_u_se~the course content differs each time it is offered ... 


... filJS!. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
1------1 enhanced by supervised repetition and practice within class periods 

9fil!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

~--~ 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone COllfse is a Non-degree applicable credit course and/or a degree appOcable credit course which is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 

NEW JAN09 
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This course introduces students to the basic mechanics of operating a windows 
operating system. The course is an introductory level course that helps students 
learn to efficiently navigate and manage the windows environment. Topics covered 
will include desktop customization, file and folder management, and software and 
hardware installations. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please on! describe the course . 25 words or less in ra box below . 

The course is an introductory level course that helps students learn to efficiently 
navi ate and mana e the windows environment. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count 

Need for the course: (For more information on demonstrating need, click here) 

The local community and beginning CIS students need a course in basic operating 
s stem mechanics. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prere uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

A. Manage Windows firewall settings to protect a computer 
B. Manage the computer power state 
C. Configure multiple monitors. 
D. Install and configure a printer 
E. Organize files within folders 
F. Back-up and restore files and folders 
G. Locate troubleshooting information 

Course Content: (please number the outline of main topics and subtopics) 

1. Getting Started 
a. Getting Started with Windows 
b. Starting the Computer 
c. Logging On 
d. Using the Start Menu 
e. Opening and Closing the Start Menu 
f. Identifying Items on the Start Menu 
g. Using a Folder Window 
h. Shutting Down Windows 
i. Locking the Computer 
j. Logging Off 
k. Entering Sleep Mode 
I. Turning Off Your Computer 

2. Working with Files and Folders 
a. Creatina and Renamina a Folder 

NEW JAN09 
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b. Working with Files 
c. Creating and Naming a File 
d. Using Undo and Redo 
e. Capturing a Screen Image 
f. Deleting Files and Folders 
g. Using the Recycle Bin 

3. Organizing Fifes and Folders 
a. Navigating Through Windows 
b. Using the Navigation Pane 
c. Using the Address Bar 
d. Using Multiple Windows 
e. Opening and Arranging Multiple Windows 
f. Changing the Active Window 
g. Moving Files and Folders 
h. Using File Properties 

4. Customizing Windows Explorer 
a. Changing the File List View 
b. Changing the Icon Size 
c. Displaying or Hiding Details 
d. Changing a Folder Window Layout 
e. Managing Folder Options 
f. Setting General Folder Options 
g. Setting Advanced Folder Options 

5. Working with Multimedia Files 
a. Previewing Media Files 
b. Customizing Folders for Specific Fife Types 
c. Managing Multimedia Files 

6. Searching for Files and Folders 
a. Using a Search Box 
b. Searching from the Start Menu 
c. Searching in a Folder 
d. Conducting an Advanced Search 
e. Using Search Tools 

7. Personalizing the Windows Workspace 
a. Customizing the Start Menu 
b. Selecting Start Menu Settings 
c. Pinning, Unpinning, and Removing Start Menu Items 
d. Managing the Taskbar 
e. Moving and Sizing the Taskbar 
f. Hiding the Taskbar 
g. Displaying and Hiding the Quick Launch Toolbar 
h. Adding a Toolbar to the Taskbar 
i. Customizing the Notification Area 
j. Working with Shortcuts 
k. Managing the Windows Sidebar 
I. Customizing the Desktop 
m. Adjusting Display Settings 

8. Getting Help and Support 
a. Using Windows Help and Support•s Table of Contents 
b. Searching for a Help Topic 
c. Including Windows Online Help in a Search 
d. Using Windows Online Helo and How to Web Site 

NEW JAN09 
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e. Searching the Microsoft Knowledge Base 
f. ' leiAg Windows Remote Assistance 
g. Enabling Windows Remote Assistance 
h. Requesting Remote Assistance 

9. Managing System Resources 
a. Locating System Information 
b. Viewing Basic System Information 
c. Determining Resource Usage 
d. Using Windows ReadyBoost 
e. Managing Power Options 
f. Managing Devices and Drivers 
g. Working with Drivers 
h. Managing Installed Printers 

10. Managing Software 
a. lnstaUing Software 
b. Installing a Program 
c. Unlnstalllng a Program 
d. Shutting Down an Unresponsive Program 
e. Using System Restore 
f. Creating a Restore Point 
g. Using a Restore Point 
h. Backing Up and Restoring Data 
i. Scheduling a Backup 
j. Backing Up Data 
k. Restoring Files and Folders from a Backup 

1._CR,esf!>ring a Previous Version of a File 


11. Monitoring the Windows Environment 
a. Setting Up a User Account 
b. Disabling a User Account 
c. Managing Windows Firewall 
d. Viewing Windows Firewall Status 
e. Viewing the Status of Antispyware and Antivirus Programs 
f. Updating and Scanning with Windows Defender 

12. Managing Network Connections 
a. Connecting to a Network 
b. Troubleshooting a Network Connections 
c. Locating Your Computers IP Address 
d. Using the Ping Command 
e. Using Remote Desktop Connection 

13. Collaborating with Others 
a. Sharing Files and Folders 
b. Browsing Your Network 
c. Mapping a Network Drive 
d. Synchronizing Offline Files and Folders Manually 

14. Customizing Your Computing Environment 
a. Changing the Sound Settings 
b. Setting the Volume 
c. Customizing the Mouse 
d. Using Multiple Monitors 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

NEW JAN09 
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A. 	Lecture on components and core functions of Microsoft Windows (i.e. organizing flies and 
folders, customizing the workspace). 

B. 	Pair- and small-group problem solving and discussion on specif'ic features available in the 
operating system. 

C. 	Hands-on activities to construct file folder structures, personalizing the workspace, and 
ettin su rt and hel • 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. l'vlethods of evaluation mav include but are not limited to the followina: 

A. 	Homework assignments that demonstrate mastery ofWindows concepts, terminology, and 
usages. 

B. Team projects where students will design and implement an organized folder structure. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Reading and writing, as well as out of class assignments are required. These assignments may include but are not limited to the following: 

Example 1: Create a document that outlines the major procedures for Installing a particular 
computer software package. Analyze the software requirements, Installation guidelines, and 
steps that should be followed to guarantee a proper Installation. 

Example 2: Independent guided Interactive demonstrations that require the student to apply 
abilities learned in class to several different scenarios. 

Example 3: Present to the class a method for customizing, enhancing the use of, or securing 
the windows operating system. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re 	 uired 1 : 
Microsoft Official Academic Course Microsoft Windows Vista : Exam 77-600 
Author 	 Title 

IWiley 	 I9780470401132 IJuly 2001 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

NEW JAN09 
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Publisher ISBN Publication Date 
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Submitted by: ~D_o_n_n_a_H_o_l_ts________ ~I Date: 
Subject Course 

Number 

FormB 

February 4, 2010 

Title 
Business BUS 104 Business Communications---- 

English ENGL ENGL 104 Business Communications 

History  M HIST HIST 151 History and Apprec1at1on of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 1601. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

lecture Units lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 3 	 0 3+ 	 191 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 lecture Hours lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units -192-216 48-54 	 + 0 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from ~. 

Pass/No Pass Yes 

0501.00 

Yes or No Maximum 	 ~30 Enter number 
(usually Yes) 

Pass/No Pass No Yes or No TOP code 
EnroIImen:t 	 ALLOW 

{click here for TOP 
code website) ONLY (usually No) 	 (choose only 1 ) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).
1 (If more than 1. justify with one of the following) be 

~--+-B_ec_au~s""'ethe course content differs each time It Is offered ... 
.. !lfl!i. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

1----i enhanced by supervised repetition and practice within class periods 
.. MJJi the student who repeats it is gaining an expanded educational experience because active participatory 

experience In Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

~-~ 

0 Stand Alone Course Check box if Stand Alone course. 

A Stand Alone course is a Non-degree applk:able credit course and/or a degree applicable credit course which is not part of an approved educational program. 


Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course is a study of the principles, strategies, and techniques of written and 
oral business communication. The em hasis is laced on anal zin roblems and 

REV 7/09 
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implementing solutions involving appropriate methods of business communication, 
i.e. letters, memos, proposals, reports, and resumes. The course also includes a 
study of oral communication techniques for meetings, conferences, business 
presentations, and interviews. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

Study of the principles, strategies, and techniques of written and oral business 
communication. Methods learned include business letters, memos, reports, 
resumes, and oral business presentations 
To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course can be used to meet the communication and analytical thinking (02) 
requirements for the MSJC AS/AA degree pattern (Option A) and as business 
elective credit transferable to the CS/UC systems. This course articulates to some 
colleges, such as Cal State San Diego and Cal State San Marcos, to a specific 
business communications course requirement This course is a requirement for the 
MSJC Office Administration major and several employment concentration 
certificates; it is also an elective in the Business Administration major and several 
certificate programs in Business Administration 
Prereguisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a 

None. 

Other Enrollment Criteria: 
INone. 

1. 	 Examine barriers to successful communication-in particular, ineffective 
analyses of audience and purpose-and evaluate techniques to overcome 
them. 

2. 	 Compare those elements of writing style that are both helpful and harmful in 
achieving written business communication goals, and create documents that 
effectively employ those elements that are helpful-such as clear, concise, 
coherent, and courteous language-while avoiding those elements that are 
harmful-such as slang, or trite or outdated language. 

3. 	 Deduce appropriate tone in written business communication. 

4. 	 Analyze, organize, document, interpret, and illustrate qualitative and 
uantitative data in business re ort re aration. 
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5. Compose and format complex analytical business letters and memoranda. 

6. Compose and format complex analytical business reports and proposals. 

7. Compose and format resumes, cover letters, and follow-up letters. 

8. 	 Compare and contrast those principles of written communication-audience, 
purpose, emphasis, tone, and style-that also apply to oral communication. 

9. 	 Evaluate alternative behaviors to determine ethical outcomes in situations 
involving business communications. 

10. Analyze live or video business presentations for effective oral communication 
skills. 

11. Plan and create a simulated group business~pft)]eif":(#.g~et-eating an 
employee handbook, a company brochure, a marketing proposal, a yardstick 
report, etc.), including group decision making in the planning, creation, and 
presentation of the project. 

Course Content: (please number the outline of main topics and subtopics) 

1. Communication Foundations 
a. 	Understanding the process of communication 
b. Examining business communication ethics 
c. 	Developing team, listening, and etiquette skills 
d. Planning and participating in business meetings 
e. 	Using technology to facilitate collaboration 
f. 	 Improving communication in intercultural environments 

2. The Writing Process 
a. 	 Analyzing and adapting to the purpose and audience 
b. Researching data, organizing content according to strategy, and 

composing draft 
c. 	Revising message for clarity and tone, proofreading for errors in 

mechanics, and evaluating final message 
3. Business Correspondence 

a. 	Applying the writing process to e-mail and memos 
b. Structuring and formatting e-mail and memos 
c. 	Applying the writing process to business letters 
d. Structuring and formatting business letters 
e. 	Understanding persuasion and how to use it effectively and ethically 
f. 	 Planning and composing effective sales and marketing messages 
g. Applying techniques for delivering bad news sensitively 

4. Reports, Proposals, and Presentations 
a. 	Understanding business report concepts 
b. Gathering primary and secondary sources of information 
c. 	Illustrating and documenting report data 
d. 	Writing formal and informal business reports and marketing proposals 
e. 	Creating and presenting oral business presentations 
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5. 


Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruetton may include, but are not limited to the following: 

1. Lecture, discussion, and video presentation on barriers to communication. 
2. In-class writing practice and review of techniques for improving tone and style 

of business messages. 
3. In-class individual and group brainstorming practice, editing practice, and 

creation of marketing messages. 
4. Out-of-class writing practice and in-class analysis and review of business e

mail, memos, and letters. 
5. Lecture and discussion of analytical business reports. 
6. Out-of-class viewing and/or in-class video of oral business presentations and 

analysis of speaker skill. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followi : 

1. Evaluation ofa minimum of five assigned written business messages for tone, 
mechanics, content, style, and format. 

2. Evaluation of written exam in which student creates a business message 
incorporating appropriate strategy, tone, content and style, and which 
displays correct mechanics and formatting. 

3. Evaluation of occasional tests for student's knowledge of business report 
writing. 

4. Evaluation of oral presentation for appropriate planning, researching, 

or anizin , com sin and resentin . 


Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. Using specific background information, student will compose a business letter 
conveying negative news to the reader, demonstrating appropriate 
organization, tone, style, format, and mechanics. 

2. Using a preapproved business objective, student will plan, research, organize, 
and compose a written business report that presents a viable solution to the 
business problem solved. 

3. In a group environment, student will present a persuasive oral argument for 
the business solution selected as a result of research during the creation of a 
business report. 

4. Student will read an article from a business journal relating to the topic of 
ethics in business, write a summary of the article, and discuss their personal 

ers ective on the s ecific exam le of ethical/unethical behavior addressed. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Mary Ellen Guffey Business Communication: Process & 

Product, Sixth Edition 
Author Title 

I South-Western Cengage Leaming I0324542909 I2008 
Publisher ISBN Publication Date 

Required (2): 
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Author Title 

Publisher ISBN Publication Date 

Required (3): 

f 
Author Title 

Publisher 

I 
Supplemental (1 ): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (2): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

l
Su=plemental (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher ISBN Publication Date 
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Submitted by: ICaren Hennessy I Date: I 2116110 
Subject CourseDiscipline Department (select from this 

Number 	 Title1.,,.;,..,-1 from th;., IL•tl 1 ~..i....1fm mth"' I''"' ' lr<o! \ ... ...... · ~ ··--·········-·-···--	 --··-· ...... 

BADM - M Business BADM 098A Developing Effective Time 
Management Techniques 

r 	 I I I 

I 

I 	 I 
I 
I 	 I II 

History and Appreciation of Dance 
Danco - M 
History- M HIST 	 HIST 151 

History and Appreciation of DanceDAN 	 DAN 100 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160!. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours .5 0 - .5+ 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 lecture Hours lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units - 64-72 4units-192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~. 

Pass/No Pass YES 

050100 

Yes or NoMaximum ~35 Enter number (usually Yes) EnroIImen·t 	 ALLOW 
I click here for TOP Pass/No Pass NO Yes or No 	 TOP code 
code website) ONLY (usually No) 	 (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~·Can 
1 (ti more than 1. justify with one of the following) be Because the course content differs each time it is offered ... 

~--.-.--~ 

... mlif the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
>-----< 	enhanced by supervised repetition and practice within class periods 

... mlif the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

~-~ 

DStand Alone Course Check box if Stand Alone course. 

A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 


Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course provides students practical and contemporary ways to manage personal 
time b iden · in oals and ob actives, rioritizin actions, tacklin time 
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management roadblocks and utilizing technology and adopting an approach to 
maximize roductivi and achieve oals. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability 
Please only describe the course). (25 words or less in gray box below). 

This course provides practical ways to manage time by identifying goals and 
objectives, prioritizing actions, tackling roadblocks and exploring time management 
software. 
To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

One of the important skills business advisors identify for a successful business is to 
achieve objectives on schedule and within budget. This course provides ways to 
develop effective time management skills for managers, supervisors, and employees 
that will optimize individual and organizational performance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarilieation, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

1. Compare and contrast a proactive and a reactive approach to time management. 
2. 	Create personal objectives 
3. 	Generate personal and institutional goats 
4. 	Design a prioritized task list 
5. 	Anticipate the types of time management roadblocks. 
6. 	Identify and apply methods to handle time management roadblocks. 
7. 	Formulate a Ian for schedulin time and turnin decisions into actions 
Course Content: (please number the outline of main topics and subtopics) 

1) 	Time management approaches 
a) Define a proactive approach 
b) Define a reactive approach 

2) 	Goals and Objectives 
a) Differentiate between goals and objectives 
b) Define SMART goals - those that are specific, measurable, attainable , 

realistic and timely. 
3) 	From a time management perspective, identify the importance of and roadblocks 

from: 
a) Delegating 
b) Creating and Prioritizing a Ta.Do List 
c) Scheduling and Using Time Wisely 
d) Procrastination 
e) Oraanization 
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f): 	 Managing stress. 
g) 	AdaptinQ-to cht:tngf) 

4) Formulating a time.management plan by using: 
a) Goals 
b) Prioritized lists c 

c) 	Tec:hnology · 
d) 	Organization 
e teadershi 

Methods of Instruction: (please number and be reflective of a variety of learning styles} 
Methods of instruction ma include, but are not limited to the followi : 

1. Lecture presentation and discussion with supporting handouts_ and visual 
overhead materials introducing concept of time management, developing 
improvement plarist and strategies for implementing time management 
techniques.. 

2. 	srnall group application ofcontent that includes self-analysis, analysis ofcase 
studies and discussibir of-- - rsonat i rovement ans. -

Methods of Evaluation: A studenfs grade shall be determined by the instructor using multiple measures of performance 
related to the course ob· "ves. Methods of evaluation ma include but are not limited to the followi : 

1. 	Students will prepare a written analysis of time management topics and case 
scenarios. The analysis will be createdin a word processor, be clear in content 
and free of spelling and grammatical errors. 

2. 	Students wm write SMARt goats. Each goal should contain content that is 
identified as specifie, measurable, attainable, realistic and timely. 

a. 	Student. will create f"eSent and laira tl)eit _rioritized task list. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writl , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	Research- a cuttent time management article, then prepare a 50 word written 
-_ summary of thEJ- article. present the research to the class and field any questions. 

2. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Leaning Objects will be provided through' 
the MSJC CMSs stem. 
Author 	 Title 

Publisher 	 ISBN Publication Date 
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Submitted by: ~C_a_r_e_n_H_e_n_n_e_ss~y.__~~~~~~~~~---Jloate: 1~3_/1_/_1_0~~~ 
Course 
tiumb_~r 

BADM-M 
 Business BADM 

c

0988 Reducing Stress and 
Improving Performance 

History - M HIST HIST 151 History and Appreciation of Dance 

Dance- M 


' 
I 

DAN 	 DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class lime. 


lecture Units lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours .5 0+ 	 = .5
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 lecture Hours lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~. 

Maximum Pass/No Pass YES 

050100 

Yes or NoEnter number (usually Yes) Enrollment: ALLOW 
Pass/No Pass Yes or No 	 TOP code {click h{."fe for TOP 

(usually No) code website) ONLY (choose only 1 ) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found hfil!V.
1 (If more than 1, justify with one of the following) be Because the course content differs each time it is offered ... 

~--+---~ 

... MJ.!i. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 

__ M1l1. the student whO repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments Is the basic means by which /earning objectives are 

,_____, obtained. 

taken 

D Stand Alone Course Check box ff Stand Alone course. 
A Stand Alone course is a Non-degree epplicable credit course and/or a degree applieable etedit course which is not part of an approved f!ducetionel program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course provides practical ways to reduce stress and improve performance by 
identi the causes and s m toms of stress, monitorin one's res onse to 
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pressure, and implementing coping strategies. This course shows how to manage 
stress in one's personal life as well as how to reorganize work practices and use 
techni ues for dealin with roblems and otential roblems in the work lace. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course provides ways to reduce workplace and personal stress by identifying 
causes and s m toms of stress and im lementin co in strat ies. 
To count \NOrds, select only the \NOrds within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more infonnation on demonstrating need, click here) 

An important asset to a successful business is a stress-free work environment. 
Business advisors identify the need for stress management training for their 
managers, supervisors, and employees as a way to optimize individual and 
organizational performance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Fonns E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

1. Define and recognize symptoms of workplace stress 
2. Analyze causes of stress 
3. 	Assess personal limits and establish personal boundaries 
4. 	Devise strategies for taking positive action to manage stress 
5. 	 Formulate a plan for establishing healthy eating habits, exercise, and rest 
6. 	Establish personal objectives for managing time, taking control at home and at 

work and balancin between work and la 
Course Content: (please number the outline of main topics and subtopics) 

1) 	Understanding Stress 
a) Define stress 
b) Positive aspects of stress 
c) Negative aspects of stress 
d) Define stress at work 
e) Define personal stress 

2) Measuring Stress 
a) Recognizing symptoms of being over-stressed 
b) Identify your stress level 
c) Analyzing the causes of stress 

3) 	Causes of stress 
a) Changing societies, organizations, practices 
b) Personal and workplace relationships 
c) Copina With Daily Life 
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d) Dealing With Stress At Work 
e) Attitudes 

4) Devising a strategy to take positive action to reduce stress that includes: 
a) 	Organization - reclaiming your desk 
b) 	Studying work patterns 
c) 	Managing time 
d) 	Communication techniques 
e) 	Gaining Inner Balance 
f) 	 Making Time To Relax 
g) 	Seeing Stress In Others 
h) 	Analyzing Personality 
i) 	 Developing Interests 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

1. 	Lecture presentation and discussion with supporting handouts and visual 
overhead materials introducing concepts of identifying and understanding stress 
factors, management strategies, and developing improvement plans 

2. Small group application of content that includes self-analysis, analysis of case 
studies, and discussion of personal improvement plans. 

3. 	Guided practice in identifying personal stress factors, developing and 
implementing improvement plans, and assessing success in reducing stress. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation mav include but are not limited to the followinq: 

1. 	Students will prepare written analysis of stress management topics and case 
scenarios. The analysis will be created in a word processor, be clear in 
content and free of spelling and grammatical errors. 

2. Students will develop action plans to reduce and/or manage stress. For each 
provide the stress related problem, the objective of the action plan and a 
specific action plan. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	Write a stress management and reduction plan of at least 300 words that 
identifies your key stress factors, a plan for reducing or eliminating these factors. 
Include strategies and timelines for implementing the plan and how results will be 
measured. 

2. 	Write a three-paragraph summary of the stress management techniques you 
implemented during this course and appraise your success in reducing stress. 
Specifically address the highest stress factor you identified in the stress list you 
created at the beginning of the course, explain the strategies you used for 
reducin this stress and evaluate our success. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Learning Objects will be provided 
throu h the MSJC CMS s stem. 
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Author Title 

Publisher ISBN Publication Date 

Required (2): 

I 
Author Title 

Publisher ISBN Publication Date 

I 
Required (3): 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
I 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 
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Submitted by: 

Discigline 
lselect from thi"' li<>tl 

ICaren Hennessy 

Degartment 
I select from this li<:t\ 

Subject 
iselect from this 

lj<:t\ 

Course 
Number 

IDate: I2/33/10 

'tiT1 e 
BAOM-M 

~ 

Business jBADM 
_j 

098C Developing Leadership in 
Organizationsq-

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerty 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours .5 0 .5I + -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units-64-72 4 units - 192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from tb.iL!ifil. 

Pass/No Pass YES 

050100 

Yes or NoMaximum ~35 Enter number (usually Yes) EnroIImen:t ALLOW 
Pass/No Pass NO Yes or No TOP code Iclick here for TOP 

code website) ONLY (usually No) (choose only 1) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1, justify with one of the following) be Because the course content differs each time it ts offered ... 

~--+---~ 

... fl!1S!. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
.-----1 enhanced by supervised repetition and practice within class periods 

... fl!1S!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments ts the basic means by which teaming objectives are 
obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Descrigtion: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course provides guidelines for developing and refining practical leadership 
skills that will enhance all business and personal relationships. This course 
examines the roles and responsibilities of the leader as a supervisor and guides 
develo ment of abilities to work as a team within rou a of eo le. 

To count words, select only the 1NOrds within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please onlv describe the course). (25 words or less in gray box below). 

This course provides guidelines for developing and refining practical leadership 
skills and examines leadership roles and responsibilities that will enhance business 
relationships. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count 

Need for the course: (For more information on demonstrating need, click~ 

rovides ractical 

One of the important skills business advisors identify for a successful business is for 
managers and supervisors to develop the refined skill of leadership in the 
organization, a skill that is often lacking in the business world today. This course 

uidelines for leadershi develo ment 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se 

None. 
arate a 

Recommended Preparation: 
Recommended Pre aration oes throu ha se 

None. 
arate a 

Other Enrollment Criteria: 
INone. 

Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

1. Define leadership and the different styles and personalities of leadership. 
2. Analyze the characteristics and roles of the leader. 
3. Assess personal leadership potential and develop a plan to accomplish personal 

goals. 
4. Evaluate the importance of effective communication and develop communication 

skills. 
5. Examine the significance of appearance and image and how this affects one's 

influence as a leader. 
6. Identify and discuss time and task management responsibilities of a leader. 
7. Examine roles and responsibilities of the leader as a supervisor and develop 

abilities to work as a team within rou s of eo le. 
Course Content: (please number the outline of main topics and subtopics) 

1) 	Dynamics of Leadership 
a) Leadership Styles and Personalities 
b) Importance of Leadership 
c) Effective and Non-effective Leadership 
d) Responsibilities of Leadership 
e) Characteristics of Leadership 
f) Roles and Responsibilities of Leadership 
g) Sacrifices and Rewards of Leadership 

2) Development of Leadership 
a) Personal Assessment 
b) Resources of Developing Leadership 
c) Developing a Leadership Plan 
d) Development of Communication Skills 
e) Internal, Written, Verbal Communication 
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f) Nonverbal Communication 
g) External written and·oral communication 

3) Development of Professional Image 
a) Professional Appearance, Dress, Wardrobe Planning 
b) Changing Standards 
c) Manners and Etiquette 
d) Organizational Management 
e) Time and Task Management 
f) Effective Time Management 

4) The Leader as a Supervisor 
a) Supporting the Mission of the Organization 
b) Communicating Expectations 
c) Understanding and Motivating People 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. Lecture presentation and discussion with supporting handouts and visual 

overhead materials introducing concept of leadership, defining styles and 

personalities of leaders, identifying roles and responsibilities of leaders and 

supervisors, time and task management skills and effective communications 

skills required of successful leaders. 


2. Smail.group ;ipplication of content that includes self-analysis, analysis of case 

studies, personal leadership assessment potential, and using teams in 

developing leadership • ·· -· .,.~-

3. Guided practice in developing (1) plans for accomplishing goals and achieving 

personal growth, and (2) effective communication skills and (3) the team 

concept employing strategies designed to improve leadership qualities of all 


_.,,,JeartLme ....... 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

1. Development of written plan for personal impr-ovement, growth and 
development. The analysis should include the problems and a specific 
improvement plan. Create the document in a word processor, be cleadn 
content and free of spelling and grammatical errors. 

2. Written examples ofmemos and letters that illustrate effective business 
writing skills. The memos and letters should follow the format described in 
class. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writinQ, as well as out of class assiqnments are required. These assiqnments may include but are not limited to the followinq: 

1. Complete a self-assessment by writing a personal assessment analyzing 
yourself as a leader. Identify and explain three leadership strengths and three 
areas that need improvement and an improvement plan. 

2. Formulate a plan for developing the team concept in your company and 
employing strategies for improving leadership qualities of team members. 
This plan is to be written in outline form and shall include: goals and 
objectives, timelines for accomplishment, follow-up procedures to be used, 
and measurements to be used to assess success. 
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Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Leaming Objects will be provided 
throu h the MSJC CMS s stem. 
Author Title 

Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Su=plemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 
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Submitted by: ICaren Hennessy IDate: I2125110 
Subject CourseDiscigline Degartment (select from this 


l=l..rt from this lid\ I<:»IArt from this 11<-t\ list\ Number Title 

Dynamics of SuccessfulBADM-M i Business ! 

I BADM 0980 r
! l 

I Teamwork 
I 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture YQ 
Units/Hours Units/Hours .5 0 .5+ -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units-64-72 4 units -192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from tb.[j;Jjfil. 

Pass/No Pass YES 

050100 

Yes or No Maximum ~S Enter number (usually Yes) EnroIImen:t ALLOW 
Pass/No Pass NO Yes or No TOP code (click here for TOP 

code website)ONLY (usually No) (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found !JllliU.Can 
1 (If more than 1, justify with one of the following) be '----+-'B=ec=au=s.o_.,ethe course content differs each time it is offered ... 

.. ifil!i. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supetvlsed repetition and practice within class periods 
... iW.!i. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course, 
A Stand Alone course is a Non-<.Jegree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course provides guidelines for utilizing the team concept for meeting the 
challenges in an organization that require a wide variety of skills, judgments, and 
experiences. This course examines the role of the team leader, essential elements 
of a winnin team, and how to develo the team conce t. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please onl describe the course . 25 words or less in ra box below . 

This course provides guidelines for developing a winning team in any organization, 
examines the role of the team leader and essential elements of winnin teams. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more infonnation on demonstrating need, click !:!ID!) 

Teams allow the kind of flexibility, rapid response, and high quality solutions 
required in today's business environment. This course addresses a need identified 
by business advisors as essential to organizational success. This course offers 
practical advice and pragmatic examples that assist the student in integrating 
teamwork skills into their repertoire. 

Prereguisite(s): 
Prerequisites go through a separate approval process. See Fonns E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Coreguisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Fonns E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral tenns) 
U on the com letion of the course the student will be able to do the followin : 

1. Examine reasons businesses utilize teams. 
2. Identify essential elements of a winning team. 
3. Develop team building strategies. 
4. Identify and apply traits of a good team player. 
5. A I strata ies that reduce barriers to successful team. 
Course Content: (please number the outline of main topics and subtopics) 

1) Team Concepts 
a) Working in a Team 
b) _Advantages of a Team 
c) Essential Elements of a Team 
d) Effective Communication for Teams 
e) Groupthink 

2) Team Development 
a) Identifying and Establishing the Team's Purpose and Goals 
b) Establish Roles for Each Team Member 
c) Select the Right Task for the Team 
d) Training for Teams 
e) Typical Team Roles 
f) Stages ofTeam Development 
g) Evaluating Team Progress 
h) 

3) Being a Good Team Player 
a) Treat Others Professionally 
b) Traits ofa Good Team Player 
c) Give and Receive Feedback in a Positive Way 
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d) Batriers to Successful Teamwork 

e) Organizational Factors that Hinder Teamwork 

fl Working with Difficult People on Your Team 

g) Coping Strategies - 

4) Leadfng the Team 
a) The Role of a Teaq1 Leader 
b) Avoiding jealousy and Competition Among Teammates 
c) Motivating the Team 
d Rewardi a Job Well Done 

Methods of Instruction: (please number and be reflective of a variety of learning styfes) 
Methods of instruction ma include. but are not limited to the followi : 

1. 	Lecture presentation and discussion with supporting handouts and visual 
overhead materials introducing concept ofteamwork, why businesses utilize 
teams, elements of a winning team, and how to develop a winning team. 

2. 	 Smalt group application of content will include analysis of traits ofgood team 
players~ practice_in giving and receiving feedback in·a positive way~ using 
strategies for motivating the team, and applying effective techniques for working 

-wittJ difficult people;; 

a. 	Guided practice will include developing plans for building teams, guidelines for 
_making effective decisions, handling group problem solving, and evaluating team 
progress. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followi : 

1 ~- Students will prcepare written summary anct analysis of teamwork topics.. The ~ 
analysis wUlbe created in a word processor,be clear in content and free of 
spelling and grammatical errors4 

2~ 	Devek>p an action plan to develop1-m organiZation. Create a doeuments that 
identifies a team problem, the objectives for solving the probfem and a specific 
plan of action. The document will be created in a word processor, be clear in 
content and free of spelling and grammatical errors. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followi 

1. 	Write a short assessment, 2-3 paragraphs. identifying areas in which your 
company uses teambuifding., Is it successful? In your opinion, why, or why not? 
Whatcan you do to help improve your company's team building efforts? 
Complete the handout, "What Can Team Building Do for Me?" 

2. Using the handout. "Use Conflict Constructively." identify what approach you 
would rnost likely use with your supervisor. peers, and those you supervise, in 
each _of the:five situations. Then answer the five questions that folloW. 

3. 	Review and di8cuss handOut. •Develop a Company Training Plan.• Replacing 
outworn equipmentand providing employee training is an ongoing problem in 
every_company. Using this handoutas a model. develop a team approach for 

lannln the re lacement ofoutworn ui men and trainin e lo ees in its 
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use. 
o Identify the company,s needs for new equipment. 
o Develop a replacement plan and budget. 
o Identify employee training that will be required. 
o List in outline form the steps you would recommend be used for meeting your 
company,s objectives. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Learning Objects will be provided 
throu h the MSJC CMS s stem. 
Author Title 

Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 
r 

Author Title 

Publisher ISBN Publication Date 

Sup=lemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 
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Submitted by: ICaren Hennessy IDate: I2/20/10 
Subject CourseDiscigline Degartrnent I select from this 


leol,,,-t frn"' this ljctl Isejort from !hi<: Ii"!\ list\ Number Title 

BAOM-M ~.Business jBAOM 

; 
l --
I 
I 

098E Raising Performance Levels 
Through Motivation 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer fonn ). 

Title: If this course is having a subject or number change, the course author must indude after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Y.12 
Units/Hours Units/Hours .5 0 .5+ 	 -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units - 192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from fuljfil. 

Pass/No Pass YES 

050100 

Yes or NoMaximum t ~5 Enter number (usually Yes) Enro11men: 	 ALLOW 
(click here for TOP Pass/No Pass NO Yes or No 	 TOP code 

ONLY (usually No) 	 (choose only 1 ) code website) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).
1 (If more than 1, justify with one of the following) 

'----1-=B::.::ec=a=u=s.:::..ethe course content differs each time it is offered ... 
taken .. fil1JJ. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 

i-----< 	enhanced by supervised repetition and practice within class periods 
... fil1JJ. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments is the basic means by which learning objectives are 

...___ ___, 	 obtained. 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-<iegree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course provides guidelines for using the art of motivation to create and sustain 
a positive environment in the workplace. This course examines methods for getting 
the most from yourself and your staff, how to raise performance levels, and achieve 
hi h uali work from em lo ees. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please onl describe the course . 25 words or less in ra box below . 

This course provides motivational guidelines to create and sustain a positive work 
environment and examines methods for raising performance levels, and achieving 
hi h uali work. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

Winning employee cooperation and commitment assures productiveness and high 
quality work, a necessary ingredient to a successful business. This course 
addresses a need identified by business advisors as essential to organizational 
success. It offers practical advice on how to raise performance levels through 
motivation. 
Prerequisite( s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followina: 

1. Analyze and recognize the need for motivation. 
2. Assess personal skills required to be a successful motivator. 
3. 	 Identify essentials for getting the best from people. 
4. 	Develop strategies for motivating individuals and groups. 
5. 	 Recognize symptoms of unmotivated people. 
6. Identify and apply strategies for dealing with apathy. 
7. 	 Identify and apply ways to recognize achievement and reward exceptional 

performance. 
Course Content: (please number the outline of main topics and subtopics) 

1) Analyzing Motivation 
a) Understanding Motivation 
b) Recognizing Needs 
c) Understanding Behavior 

2) Building Motivation 
a) Assessing your Personal Attitudes 
b) Being a Good Manager 
c) Improving Communication 
d) Creating a No-Blame Culture 
e) Developing Winning Cooperation 
f) Encouraging Initiative 

3) Getting the Best from People 
a) Motivating Individuals and Groups 
b) Preventing Apathy 
c) Using Appraisals Effectively 
d) Empowering Staff 
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e) Rewarding Achievement 
. fl Recognizing Excellence 

g) 	Using Change to Motivate 
h) 	How to Keep Motivation High 

Methods of Instruction: (please number and be reflective of a variety of teaming styles) 
Methods of instruction ma include, but are not limited to the follolM : 

· 1 ~· 	 Lecture presentation and discussion with supporting handouts and visual 
overhead materials introducing concept ofmotivation, recognizing needs and 
understanding behavior, getting the bestfrom people, preventing apathy, and 
recognizing excellence. 

2;. 	 Small group application ofcontent that includes assessing personal attitudes, 
improving communication, motivating. individuals and groups, and keeping 
motivation high. 

·.······: .3£ Guided. ptaef.ica indev816ping communlCation·skillS• using·performance · 
appraisals effectively, dealing with unmotivated people, and developing an 
effective morale im rovement an. · · ·· 

Methods of Evaluation: A student's grade shall be detennined by the instructor using multiple measures of perfonnance 
related to the course ob·ectlves. Methods of evaluation ma Include but are not limited to the follolM : 

1 	 Analyze case studies.~nddevelop written summary of the Pl"oblem• and a plan for 
imprc>ving morale. Th• analysis will be created in a word processor, be clear in 
content and free.of spelling and grammaticalerron.~ · 

2; ln smallgroUf'$.di8cuss workplace performanceproblems al\d present ways to 

rernect . th• .roblem$.. - · 


Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writi , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followi 

1. 	Create and write your personal To-Oo Ustof things you can do to improve your . 
relationship with those you work with and/or supervise.. Begin testing your ideas 
by putting them into action. Assess your results. Write 1-2 paragraphs 
explaining what you did and what the results were.. · 
Examples for paragraph content 
Ifyou took time to give praise for a job well done, .what reaction did you get? 
Ifyou took time to listen, really listen, to an employee's concern, what reaction 
di(I you get? · 	 · · · 

2~ Develop a plan for.impr<>ving inorale in your·workplace. Refer to the assigned 
topic. handouts, use the Internet to research articles, or refer to other resources 
for ideas and suggestion&. Start by identifying issues, and listing some ofyour · 
ideas for resolving problems, then identify the key employees who would become 
lead members ofyour team tO help with the planning process~ 

Textbook {s): The required college-level textbooks may include, but are not limited to the following: 

Required (1):
ILearning Objects will be provided 
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I through the MSJC CMS system. 
Author Title 

Publisher 

I 
Required (2): 

...,., 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Required (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

Supplemental (1 ): 
I 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (2): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher ISBN Publication Date 
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Submitted by: ICaren Hennessy IDate: 2120/10 
Subject CourseDiscigline Degartment (select from this 


Iselect from this li"t\ 1""'"""'from this list\ list\ Number Title 

BADM-M I Business IBADM--<

! ~l 
I 

098F Developing Customer 
Relations and Rapport 

Course Number: a) 001-069 Non-Degree credit, b} 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
!:ilQ~ 

Units/Hours Units/Hours .5 	 0 .5+ 	 -1 unit_: 16-18 1 unit - 48-54 
.;; _. "~ 	 2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 

3 units - 48-54 3 units-144-162 
4 unlts - 64-72 4 units-192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~-

Maximum Pass/No Pass YES 

0501.00 

Yes or No Enter number (usually Yes) Enrollment ALLOW 
Pass/No Pass Yes or No 	 TOP code (click here for TOP 

(usually No) code website) ONLY (choose only 1 ) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~·
1 (If more than 1, justify with one of the following) be Because the course content differs each time it Is offered ... 

~--+----~ 

... !Y1J1. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
,___--1 	enhanced by supervised repetition and practice within class periods 

... !Y1J1. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which teaming objectives are 

.____ ___, 	 obtained. 

taken 

0 	 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course whieh is not part of an approved educational program. 

Catalog Descrigtion: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course provides guidelines for business students, business leaders, and anyone 
dealing with the public for enhancing their business and personal relationships. This 
course offers building blocks for developing a rapport with customers and clients, 
and resolvin roblems and conflicts. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course). (25 words or less in qrav box below). 

This course provides guildelines for business students, leaders and anyone dealing 
with the public to develop a positive and productive rapport with customers and 
clients. 
To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click Mm) 

One of the skills business advisors identify as most important to the success of their 
business but find is clearly lacking in employees is the ability to develop and 
maintain positive relationships with customers and clients. This course offers 
building blocks for developing a rapport with customers and clients, understanding 
why customers get upset, and how to resolve problems and conflicts. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a 

None. 
Other Enrollment Criteria: 

\None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followinq: 

1. 	Compare customer service versus customer relations. Identify and explain 
customer service principles and the overall importance ofcustomer relations 
related to business success. 

2. Examine the necessity of employee orientation, training, accountability, and 
explain how positive attitudes of employees can directly affect relationships with 
customers and clients. 

3. Analyze the various types of communication theories and processes and how to 
apply these theories to make a positive impact upon customer relations. 

4. Investigate the importance of training and practice in the essentials of telephone 
skills, both live and through voice mail. and explain how this one area can literally 
make or break an organization. 

5. Analyze proven methods of dealing with customer complaints that turn potential 
problems into pasitive outcomes. 

Course Content: (please number the outline of main topics and subtopics) 

1) Customer Service v. Customer Relations 
a) Organizational Customer Relations Philosophies 
b) Customer Service and Honesty 
c) Employee Responsibilities in Customer Relations 
d) Employee Accountability and sense of Ownership 

2) Employee Training 
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a) Impact on customers 
b) Employee orientations 
c) Training topics 
d) Influencing positive attitudes 

3) Communication Skills 
a) The communication Process and the Importance of Being Consistent 
b) Communication Channels and The Diffusion Process 
c) Importance of Effective Writing and Speaking 
d) Nonverbal Communication Cues 
e) Maximizing Feedback Channels 
f) Individual Communication, Committees/Board, and Focus Groups 
g) Suggestion Boxes and Surveys 
h) Incoming Mail, Electronic Mail and telephone VCalls 
i) Reporting and Using Results 

4) Handling Customer Complaints 
a) The Impact of Unknown Complaints 
b) Promoting Complaint Channels and Policies 
c) Accepting Complaints and Developing Solutions 
d) Delegating and Following Up 
e) Usina Complaints as Research 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

1. Lecture presentation and discussion with supporting handouts and visual 
overhead materials introducing guidelines for developing customer relations 
by giving quality service, developing positive attitudes, communieating 
skillfully, and applying proven methods for handling customer complaints. 

2. Small group application of content that includes simulations of resolving 
complaints from unhappy customers, resolutions of case studies, and 
practice in developing telephone techniques for maintaining customer 
relations. 

3. Guided practice in developing a company plan for handling customer 
complaints in a timely manner, establishing a follow-up system, developing a 
training plan for employees, and rewarding employees who consistently 
provide excellent service. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

1. Students will prepare a written analysis of case studies. In the analysis 
provide a brief overview identifying the problem, the solution and why or why 
you do not agree with the solution. The analysis will be created in a word 
processor, be clear in content and free of spelling and grammatical errors. 

2. Research a company plan that sets forth procedures for accepting 
complaints, developing solutions, and following up. Present an oral 
presentation that explains to the class the initial problem, the solution and any 
follow-u rocedures, be re ared to answer uestions. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writi , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followi 

the handout "Handlin Difficult Customers." Create a simulation of 
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yourself as an angry customer; plan what you are unhappy about, what you 
will say, and how you will persist in challenging the patience of a company 
employee. At the next class meeting, be prepared to challenge a partner in 
the class with your simulated problem. 

2. Create a simple form for recording incoming phone calls from complaining 
customers. In the left column, give customer phone number, date, time, 
nature of the complaint, and best time to call back. In the right column, record 
when the customer was called back and by whom, how the customer's 
problem was resolved and any recommendations for follow-up or other 
pertinent information. 

3. 	Based upon your reading and research, develop a plan for your company that 
sets forth procedures for accepting complaints, developing solutions, and 
following up. Address plans for training employees in positive ways to handle 
difficult customers, and how to recognize and reward employees who 
consistenUy provide excellent service. Write at least 500 words outlining your 
plan and be prepared to give an oral report on your plan to the other members 
of the class. 

Textbook ( s): The required college-level textbooks may include. but are not limited to the following: 

Re uired 1 : 
Learning Objects will be provided 
throu h the MSJC CMS s stem. 
Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 
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Publisher ISBN Publication Date 
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Submitted by: ~C_a_r_e_n_H_e_n_n_e_ss~y~---------~I Date: I2125/10 
Subject CourseDiscigline Degartment <select from this 


(select from this list\ (sel=t frnm this list\ list\ Number Title 

BADM-M Business BADM 098G Business Ethics 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer fonn ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerty 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture ~ 

Units/Hours Units/Hours .5 0 .5
I +1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units-64-72 4 units - 192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from~. 

Pass/No Pass YES 

0506.00 

Yes or No Maximum ~ Enter number 5 (usually Yes) EnroIImen·t: 	 ALLOW 
(click here for TOP Pass/No Pass NO Yes or No 	 TOP code 
code website)ONLY (usually No) 	 (choose only 1 ) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~.
1 (If more than 1, justify with one of the following) be 

"----+--'B~ec~au=s.c..,ethe course content differs each time it is offered ... 
... M1SJ. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

e-----1 	enhanced by supervised repetition and practice within class periods 
... ;mQ the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments Is the basic means by which teaming objectives are 
obtained. 

taken 

~-~ 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational progrem. 

Catalog Descrigtion: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course provides guidelines for identifying, analyzing, and systematically solving 
ethical dilemmas in a business setting. Students will be introduced to a variety of 
business scenarios for which they wilt learn how to identify the ethical issue and then 
s stematicall anal e the dilemma in order to reach an ethical solution. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 

REV 7/09 
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Please onl describe the course . 25 words or less in ra box below . 

This course provides guidelines for identifying, analyzing, and systematically solving 
ethical dilemmas in a business settin • 
To count words. select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

Business advisors identify ethical conduct as an essential employee skill. This 
course offers employees a guideline for indentifying an ethical dilemma, 
understanding why unethical decisions are made and then how to solve dilemmas by 
using a systematic decision-making model. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Coreguisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followinq: 

1. Define business ethics. Identify and explain the ethical issues in today's business 
environment. 

2. Identify the process of creating a formal code of conduct. 
3. Discuss the importance of making ethical decisions, and identify how these 

decisions impact individuals, corporations and society. 
4. 	Explore a variety of unethical activities and use methods to design ethical 

responses. 
5. 	 Construct ethical solutions by applying a systematic six-step decision making 

model. 
Course Content: (please number the outline of main topics and subtopics) 

1) 	Ethics 
a) Define Ethics 
b) Identify Areas of Ethical Concern 
c) Exam the Use and Formation of Formal Codes of Conduct 

2) Introduce the Six-Step Decision-Making Model for Ethical Behavior 
a) Background review 
b) 	Conflict description 
c) 	Outcome recognition 
d) 	Impact discovery 
e) Weigh impacts and outcomes 
f) Decide on action 

3) Apply the six-step model to analyze unethical dilemmas in the following areas: 
a) Office Ethics 
b) Corporate Ethics and Personal Values 
c) Outside, Personal, and Political Activities 
d) Office Technology, E-mail, Telephone, and Computers 
e) Verbal Communication, Rumors, and Gossip 
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f) Supervisor and Employee Relationships 
g) Office Relationships the Effectand C<>nsequences of Behaviors 
h Perce tions of Behavior versus Factual Behavior 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followi : 

1. 	lecture presentations, discussion with supporting handouts, and visual 
overhead materials will be used to introduce guidelines for making ethical 
business decisions, identify unethical business practices, explore methods for 
dealing with unethical issues, and define ways to promote ethical business 
practice. 

2. Asix-step process wilt be used to fully analyze unethical dilemmas, construct 
· solution options, weigh outeomes, and make informed decision& 

3. 	Small group application of content will include using case studies to discuss, 
analyzeand.remedyunethicalbusiness practices. · 

-- =-Cc---'= ·-;._,--~-. 

Methods of Evaluation: A studenfs grade shall be determined by the instructor using multiple measures of performance 
related to the course ob"ectives. Methods of evaluation ma include but are not limited to the followi : 

· 1. Written responses to case studies.will be evaluated to determine appropriate 
application of sbt-step process and conch.tsion of.etllical solution. The analysis 
will be created in a word processor, be clear incontent and free of spelling 
and grammaticaterrors. · · · 	 · 

2. 	Develol) a writ.ten personal/business code ofconduct, then .presentit to the 
ct-.. ~te thedoct1mentina wC)fd processor, beclear in f10ntentand free 
of sPfltllklgaq~grammat1cat Grrors•Tlle•presenf.ation sh()Uld..t>e .5-:fCl minutes··· 
in len th be resentedJn an o anized and clear manner. · · · .·.. · 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	Find an article dealing with a C()rponlte.et.hics issue to share with thec1-.... Be·. 
prepared to summarize the article for the class and discuss tfte ethical · · 
component. You may use a professional business periodicalor the web. 

2. Prepare. a written.code ofconduct either for your l>U$iness, Qrganization or 
family. Be prepared to present this to the class explaining how you developedthe 
plan and the important issues. ·. · · · · · · 

3. Read prepared case studies and then write your responses to the prepared · 
questions thatfollow. Be prepared to discuss the case and hand·irr·your· 
re nse. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following; 

Re uired 1 : 
Leaming.Objects will be provided 
thro h the MSJC CMS s tem. 
Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (2): 
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Author Title 

Publisher ISBN Publication Date 

Required (3): 

I 
Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

I 
Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

I 
Author Title 

Publisher ISBN Publication Date 
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Computer 
Information 
Systems 

Business-M 

CIS CAPP 

Course 
Nu_mper 
120 

Submitted by: ~B_i_IB_e_r~g~in~~~~~~~~~~~~---"loate : loct2008 

Using Microsoft Office 
- Level 1 (formerly CAPP 
1200 Using Microsoft Office 
2007-Level 1) 

History - M HIST HIST 151 History and Appreciation of Dance 

Dance - M 


DAN 	 DAN 100 History and Appreciation of Dance 

' 

' 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click M.@ for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units 
Lecture Y!2 
Units/Hours Units/Hours 3 0 3+ 	 -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units - 192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s) : 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~-

Maximum Pass/No YES 

0514.00 

Yes or No Enter number 
(usually Yes) Enrollment: Pass ALLOW 

Pass/No Yes or No 	 TOP code (click here for TOP 
(usually No) code website) Pass ONLY (choose only 1) 

time( s) for credit (max 4) (More detailed information on course repeatability can be found b.fill:).Can 
1 (ff more than 1, justify with one of the following) be ~--+--B~ec~a_u_se....,the course content differs each time it is offered .. . 

.. !Y1SI. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1-----t 	enhanced by supervised repetition and practice within class periods 

... !Y1SI. the student whO repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

~--~ 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability . 
Please only describe the course). (75 words or less in gray box below). 
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This course is for the student who wants to learn the concepts of Microsoft Office 
computer applications. Students will begin to learn the functions and capabilities of 
Microsoft Access, Excel. PowerPoint, and Word, with emphasis on the integration of 
Microsoft Office software to solve business problems. This course will begin 
preparing students for Microsoft Office User Specialist (MOUSIMOS) Core-level 
Exams in the four above applications. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This class teaches the core skills in word processing, spreadsheets, database, and 
resentation ra hies. 

To count words, select only the W'Ords within the catalog description. then go to Tools. and to Word Count. Careful! If you select the entire 
box that the W'Ords are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

Skills taught in this class are needed for satisfactory performance in college classes 
and the office environment This class is an Associate of Science elective and 
needed for several certificates. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None~ 

Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

A. 	 Word Processing: 
I. 	 Identify and operate basic components of the computer and Microsoft Word. 
2. 	 Analyze and apply appropriate techniques utilized in starting the Word program, 

keying text into a document, and performing basic text editing functions. 
3. 	 Differentiate between using the mouse or the keyboard for time-saving tasks in word 

processing. 
4. 	 Experiment with appropriate techniques utilized in formatting characters and 

paragraphs utilizing fonts. 
5. 	 Compare and contrast appropriate formatting styles used to create basic letters, 

memorandums, and reports utilizing functions such as AutoFormat, AutoComplete, 
AutoCorrect, as well as, Spell- and Grammar-Check. 

B. 	 Spreadsheets 
1. 	 Identify major components of the Excel window 
2. 	 Evaluate and select the most appropriate means for inserting text, values and formulas 

into a worksheet 
3. 	 Create and apply number and character functions in the design ofa spreadsheet 

solution 
4. 	 Apply formatting to the worksheet in accordance with layout and design principles 

C. 	 Presentation 
1. 	 Identify major components of the PowerPoint window 
2. 	 Analyze the needs and expectations of your audience 
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3. Assess the situation in which the presentation will be delivered 
4. Prepare an outline of the general organization of the presentation 
5. Develop an effective introduction, body, and conclusion 
6. Select and create appropriate visuals 
7. Create a presentation 

D. Database 
1. Identify major components of the Access window 
2. Open and navigate a table 
3. Design and create a new database 
4. Analyze, design, and build fields and table primary keys 
5. Add, modify, and delete records from a database 

E. Outlook 
1. Describe and define desktop information management. 
2. Start and define the Outlook Bar. 
3. Open and describe the components of the Calendar and Outlook window. 
4. Create personal folders. 
5. Enter appointment dates and times in various modes. 
6. Create events. 
7. Display and print the daily, weekly and monthly styles. 
8. Move and edit appointments. 

Course Content: (please number the outline of main topics and subtopics) 

1. Microsoft Word: 
a) Inserting and Modifying Text 
b) Creating and Modifying Paragraphs 
c) Formatting Documents 
d) Managing Documents 
e) Working with Graphics 

2. Microsoft Excel: 
a) Working with Cells and Cell Data 
b) Managing Workbooks 
c) Formatting and Printing Worksheets 
d) Modifying Workbooks 
e) Creating and Revising Graphics 

3. Microsoft Access 
a) Creating and Using Databases 
b) Creating and Modifying Tables 
c) Creating and Modifying Queries 
d) Creating and Modifying Forms 
e) Viewing and Organizing Information 

4. Microsoft PowerPoint 
a) Creating Presentations 
b) Inserting and Modifying Text 
c) Inserting and Modifying Visual Elements 
d) Modifying Presentation Formats 
e) Printing Presentations 

5. Microsoft Outlook 
a) Enter appointments 
b) Move appointments to new times 
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c) Move appointments 
d) Move appointments to a new month 
e) Create an event 
f) Display the Calendar in week and month views 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. 	 Lecture on components and core functions Microsoft Office. 
B. 	 Lecture, and demonstrate keyboard shortcuts and drop down menus. 
C. 	 Hands-on activities to construct word documents, spreadsheets, databases, and PowerPoint 

presentations. 
Methods of Evaluation: A studenrs grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. Methods of evaluation may include but are not limited to the followinq: 

A. 	Graded assignments from textbook. Apply Your Knowledge requires students to open and 
manipulate a file on the Data Disk, and follow instructions for completing assignment. In the 
Lab 1 and Lab 2 are in-depth assignments per project that require students to apply knowledge 
gained in the project to construct office documents. 

B. 	 Test that demonstrates the student's ability to use the appropriate components and 
core functions in Word, Excel, Access and PowerPoint applications. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writinQ, as well as out of class assiqnments are required. These assiqnments may include but are not limited to the followinq: 

Microsoft Word 

Creating a Research Paper 
1. 	 Introduction to documentation styles for a research paper: MLA and APA 
2. 	 Using headers and footers 
3. 	 Using Footnotes and endnotes 
4. 	 Creating a Works Cited Page 
s. Saving and closing document 

Microsoft Excel 
Create a Monthly Accounts Receivable Balance Sheet 

1. Enter worksheet title, column title, and row titles 
2. 	Enter formula using the keyboard 
3. Order of Operations 
4. Copying formulas using the fill handle 
5. 	Using average, max, and min functions 
6. 	Formatting numbers using currency style, and comma style 
7. Saving and closing workbook 

Microsoft Access 
Creating a Database 

1. Creating a Table 
2. 	Define fields in a table 
3. Add records to a table 
4. Creating additional table 
5. Saving and closing a database 

PowerPoint 
Using Design Template to create a presentation 

1. What is Microsoft PowerPoint 
2. Choosing a Design Template 
3. 	Creating a Title Slide 
4. Creating Text Slide with a single-level bulleted list 
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5. Creating a third-level paragraph 
6. Ending a slide show with a Black Slide 
7. Saving and closing a presentation 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Reauired {1 \: 
Shelly Cashman Vermaat Microsoft Office 2007: Introductory 

Concepts and Techniques, Windows 
Vista Edition 

Author Title 

I Course Technology l 1-4239-1230-6 IMay2007 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 120 rev FEB 09 
TOP CODE Change 5/24/10- Effective FAlO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~B_i_IB_e_r~g_in~~~~~~~~~~~~_,JDate : l oct2008 

Computer 
Information 
Systems 

Business-M 

CIS CAPP 

~-· 
I 

Course 
N. ~mber 

121 
Title 

Using Microsoft Word 
Level 1 (formerly CAPP 
121 D Using Microsoft Word 
2007 - Level 1) 

History  M HIST HIST 151 History and Apprec1at1on of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerty 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units  32-36 

Y.12 
Units/Hours 
1 unit  48-54 
2 units  96-108 

Lecture Units 
3 

Lecture Hours 
+ 

Lab Units 
0 

Lab Hours 
--

Total Units 
3 

Total Hours 
3 units  48-54 
4 units  64-72 
5 units  80-90 

3 units-144-162 
4 units -192-216 
5 units  240-270 

48-54 + 0 -- 48-54 

AA/AS Degree General Ed Breadth Area(s): 
tf this course is appropriately placed on the General Ed pattern, please select one or more areas from~-

Pass/No Pass YES 

0514.00 

Yes or NoMaximllum t 	 ~5 Enter number (usually Yes) Enro men: ALLOW 
Pass/No Pass NO Yes or No TOP code (click here fo r TOP 

caje website)ONLY (usually No) 	 (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1, justify with one of the following) be '----+-'Bec=a=u=s.;:..,e the course content differs each time It is offered ... 

.. fil1S!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
,___ __, 	enhanced by supervised repetition and practice within class periods 

... fil1S!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments Is the basic means by which learning objectives are 

.___ ____, 	 obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicabi lity. 
Please only desaibe the course). (75 words or less in gray box below). 
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This is a basic course in Microsoft Word. Students learn fundamental word 
processing skills necessary for career and academic functions including skills 
necessary to format memos, letters, tables, and newspaper columns. They will also 
use styles, graphics, charts, templates, and wizards. This course presents all the 
topics included in the Core MOS exam. 

To count vvords, select only the mrds within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it vvon't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This is a basic course in Microsoft Word introducing fundamental word processing 
skills. This course resents all the to ics included in the Core MOS exam. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the mrds are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This is a core course in the Office Administration course of study, the Certificate in 
Business, Office Administration Technician, and Employment Concentration 
Certificates. 

None. 

er minute 

Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followinq: 

1. 	Identify and operate the basic components of the computer and Microsoft 
Word. 

2. Analyze and apply appropriate techniques utilized in starting the Word 
program, keying text into a document, and performing basic text editing 
functions. 

3. Analyze and apply appropriate techniques utilized in formatting characters 
and paragraphs utilizing fonts, margins, line spacing, borders, and shading. 

4. 	Identify and describe component parts of creating headers, footers, page 
numbering, page and section breaks within documents. 

5. Utilize Word's automatic functions including: AutoCorrect, AutoComplete, 
Wizards, Templates, and using Fields. 

6. 	Identify and utilize the Graphic functions of Word. 

7. Analyze and apply the basic Collaboration functions. 

Course Content: (please number the outline of main topics and subtopics) 
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A. Basic Skills 
1. Creating a Document 

i. Starting Word and identifying parts of the Word screen 
ii. Naming and saving documents 
iii. Review and modify document properties 
iv. Identify different file types 
v. Organizing documents using file folders 
vi. Printing and closing documents 
vii. Using the help feature 

2. Selecting and Editing Text 
i. 	 Opening existing documents and creating new documents 
ii. 	 Insert text, symbols, special and nonprinting characters 
iii. 	 Moving within a document 
iv. 	 Undo, redo, and repeat actions 
v. 	 Selecting text 
vi. 	 Saving a revised document 
vii. Insert the date and time as a field 

3. Formatting Characters 
i. 	 Applying basic character formatting 
ii. 	 Changing fonts and font sizes 
iii. Repeating and copying character formats, changing case, 
highlighting text 
iv. 	 Creating a drop cap effect 

4. Writing Tools 
i. 	 Using AutoComplete, AutoCorrect, Auto Text and Smart 

Tags 
ii. 	 Checking spelling and grammar 
iii. 	 Using the Thesaurus, Research pane and Word count 

functions. 
B. Paragraph Formatting, Margins, and Tabs 

1. Formatting Paragraphs 
i. 	 Change paragraph alignment, spacing, indentation 
ii. 	 Identify and change line breaks and hyphenation 
iii. 	 Apply borders and shading 
iv. 	 Repeat and copy paragraph formats 
v. 	 Create bulleted lists, numbered lists, and outlines 
vi. 	 Insert symbols and special characters 
vii. 	 Create a hyperlink 

2. Printing and Viewing Options 
I. 	 Change print setup options 
ii. Identify document views 
iii. Organize document windows in splits and windows 
iv. Print envelopes and labels 
v. Preview documents and Web pages 

3. Tabs and Tabbed Columns 
viii. 	 Set left, right, centered, decimal, and dot leader tabs 
ix. 	 Adjust or clear tab settings 
x. 	 Create tabbed columns 
xi. 	 Sort paraaraphs and tabbed columns 
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C. Moving, Copying, and Replacing Text 
1. Moving and Copying Text 

i. Using the Office Clipboard 
ii. Moving text by dragging or using cut and paste 
iii. Copying text by dragging or using cut and paste 
iv. Working with multiple document windows 
v. Moving and copying text among windows 

2. Find and Replace 
i. Find text 
ii. Find and replace text, special characters and formatting 

D. Page Formatting 
1. 	Page and Section Breaks 


i Using soft and hard page breaks 

ii. Controlling line and page breaks 
iii. Controlling section breaks 
iv. Formatting sections 
v. Using the Go To feature 

2. Page Numbers, Headers, and Footers 
i. Add or vary page numbers 
ii. Change starting page numbers 
iii. Add headers and footers in documents 
iv. Work with headers and footers within section 
v. Link section headers and footers 
vi. Create continuation or alternate page headers and footers 

E. Tables and Columns 
1. Tables 

i. Create a table 
ii. Key and edit text in tables 
iii~ Select cells, rows, and columns 
iv. Edit table structures 
v. Format tables and cell contents 
vi. Convert tables and text 

2. Columns 
i. Create multiple-column layouts 
ii. Key and edit text in columns 
iii. Format columns and column text 
iv. Control column breaks 

F. Advanced topics 
1. Styles 

i. Create and apply styles 
ii. Use Autoformat and the Style Gallery 

2. Templates and Wizards 
i. Use, create, and modify templates 
ii. Use wizards 

3. Graphics 
i. Searching for clip art 
ii. Insert, position, and size graphics 
iii. Use, create, and edit watermarks 
iv. Use, create and edit WordArt 
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v. Use, create and edit diagrams 
vi. Use, create and edit charts 
vii. Edit and modify chart data 

4. Mail Merge - Basic features 
i. Create a main document 
ii. Create a data source 
iii. Insert merge fields into a main document 
iv. Perform a mail merge 

5. Collaborating 
i. Circulate documents for review 
ii. Compare and merge documents 
iii. Insert, view, and edit comments 
iv. Track, accept, and reject proposed changes 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. 	Lecture presentation and classroom discussion on current principles and 
practices of correct word processing techniques. 

B. Instructor-led guided practice of Word's functions. 

C. Individualized instruction to assist students as they implement lecture 
concepts to produce sample documents. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of perfonnance 
related to the course obiectives. Methods of evaluation mav include but are not limited to the followinq: 

A. Comprehensive production problems will be given to test student knowledge 
of and ability to link business concepts and competencies to document 
production. 

B. Written tests will be used to measure competencies in problem solving and 
analysis of correct procedures and techniques. Questions will test for content 
understanding of terminology and knowledge of subject matter through the 
student's ability to contrast and apply appropriate word processing concepts 
necessary to produce a variety of business documents. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

A. Following instructor lecture and demonstration ofcorrect procedures used to 
format interoffice memorandums, students will complete a sample document 
for instructor approval demonstrating their ability to set margins and tabs, 
insert text in the correct location, check for correct spelling and punctuation, 
save to disk, and print a completed copy. Documents are evaluated to meet 
criteria of the workplace environment 

B. Following instructor lecture and demonstration of correct procedures used to 
format a newsletter; students will create column layouts, format column text, 
balance columns, convert text to a table, use Table Autoformat, change 
column width and com ose a document This document is a letter to a client 
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describing options available to the client regarding a travel itinerary. 
Information for this letter is extrapolated from the first document. Students will 
proofread, save and print a copy for Instructor approval. Students may work 
in groups to evaluate document format and revise documents before 
submission to instructor. 

C. 	Following instructor lecture and demonstration of correct procedures used to 
insert graphics and charts in Word, students will complete a sample document 
for Instructor approval demonstrating their ability to insert WordArt, insert 
charts, edit chart data, change chart type, and add chart options. These 
documents are printed and evaluated to meet criteria of the workplace 
environment. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Shelley Gaskin, John Preston, Sally Preston, GO! With Microsoft Office Word 2003 
Robert Ferrett Com rehensive 
Author 	 Title 

Prentice Hall Publishing 

Publisher 

ISBN 0-13-156528-1 

ISBN 

2004 or most current 
version 
Publication Date 

OR 
Re uired 2: 
Zimmerman/Zimmerman/Shaffer Microsoft Office Word 2003 - New 

Pers ectives Series - Ex ert Edition 
Author Title 

Course Technology ISBN 1-4188-3911-6 2006 or most current 
version 

Publisher ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 
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Publisher ISBN Publication Date 

CAPP 121 rev FEB 09 
TOP CODE Change 5/24/10- Effective FAlO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: 
Subject CourseDiscipline (select from this 

, • ..,_.., tr~ this list \ IU>I""' f;nrn llM: Its! \ ilst\ Number Title·-··-·· 

Computer 
I nformatJon 
Systems 

Business-M 

CIS 

I · 

CAPP 

I 

122 Using Microsoft Excel 
(formerly CAPP 1220 Using 
Microsoft Excel 2007- Level 
1) 

~~ 
I I I 

History- M 
Dance  M 

HIST HIST 151 History and Appreciation of Dance 

DAN DAN 100 History and Approc1a11on of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit (please click~ for the transfer fonn ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerty 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Y.12 
Units/Hou~ Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units -144-162 
4 units - 64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from~. 

Pass/NoMaximum YES 

0514.00 

Yes or NoEnter number 
(usually Yes) Enrollment: Pass ALLOW 

Pass/No Yes or No 	 TOP code (click here for TOP 
(usually No) code website)Pass ONLY (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~·Can 
1 (If more than 1. justify with one of the following) be '----+-..;;;B.oc..ec=a:.=u.oc..se"'the course content differs each time It Is offered .. . 

.. . and the student who repeats ii is gaining an expanded educational experience because skills and proficiencies are 
,_____, 	 enhanced by supervised repetition and practice within class periods 

... fillll. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which /earning objectives are 

'-----~ 	obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 

http:B.oc..ec=a:.=u.oc
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Students will learn the functions and capabilities of Excel with emphasis on using 
Excel to solve business problems. This course will prepare students for the Microsoft 
Office User S ecialist MOUS/MOS Ex ert-Level Exam in Excel. 

To count words, select only the words within the catalog description. then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course teaches beginning and advanced capabilities of Excel. This course 
ares students for the Microsoft Ex ert-Level MOS Exam. re 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course provides the student with the advanced skills needed in the 
professional, course, and personal sectors. The student will also be able to show 
their proficiency in this program, as well as preparing them to take the Microsoft 
Office Specialist (MOS) Expert-level exam. 

None. 

roval recess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the following: 

A. 	 Identify major components of the Excel window 
B. 	 Evaluate and select the most appropriate means for inserting text, values and formulas into 

a worksheet 
C. 	 Create logical functions, and apply number and character functions in the design of a 

spreadsheet solution 
D. 	 Apply formatting to the worksheet in accordance with layout and design principles 
E. 	 Create charts that are appropriate for the data (and statistics) being depicted 
F. 	 Identify elements on an Excel list 
G. 	 Use a data form to enter, search for, edit, and delete records 
H. 	 Apply conditional formatting to a range ofdata 
I. 	 Create and use an Excel workspace 
J. 	 Diagnose a spreadsheet problem and use the appropriate tool to remedy the problem (use 

audit formulas, trace and fix formula errors) 
K. 	 Create and edit hyperlinks 
L. 	 Create data entry validation rules appropriate to the data type and problem domain 
M. 	 Create scenarios to perform what-if analysis 
N. 	 Import data from a text file 

Course Content: (please number the outline of main topics and subtopics) 

A. 	 Introduction to Excel terminology 
Excel Window 
Basic characteristics of a worksheet and workbook 
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B. 	 Creating a worksheet 
Entering text and numbers 
Selecting a range 
Changing font size and color 
Centering across columns 
Editing a worksheet 
Saving and opening a workbook 
Using Excel Help 

C. 	 Formulas, Functions and Formatting 
Entering dates and formulas 
Verifying formulas 
Conditional formatting 
Changing widths of columns and rows 
Creating a Pivot Table, and Pivot Chart 
Preview and printing worksheet 
Displaying and printing formulas 
Simple What-If analysis and goal seeking 
Deleting, inserting, copying and moving data 
Use Solver to solve multiple problems 
Analysis of Solver answer and multiple scenarios 

D. 	 Creating Charts 
Creating a 3-D Pie Chart on a Chart Sheet 
Enhancing a 3-D Pie chart 
Freezing titles 

E. 	 Creating Queries 
Creating a basic Query 
Creating a parameter query 

F. 	 Creating Templates 
Building and copying a template 
Customizing formats 
Adding text boxes and arrows 
Adding header and footer 
Creating a workspace 
Consolidating data by linking workbooks 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinQ: 

A. 	Demonstrate use ofmacros to increase the ease of use in Excel and demonstrate skills to 
needed to solve business problems. 

B. 	 Lecture on design and implementation ofexcel projects with proper documentation, and on 
ways to solve complex problems by integrating Excel with other Window Programs. 

C. 	 Hands on activities using pivot tables and charts to prepare what-if analysis. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

A. Graded assignment from textbook. Review Assignment requires students to open and 
mani ulate a file on the Data Disk, and follow instructions for com letin assi ent. 
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B. 	 Graded assignments from textbook. Case 1 and Case 2 are in-depth assignments per project 
that require students to apply knowledge gained in the project to solve problems on the 
computer such as pivot tables and charts. 

C. 	 Test that demonstrate the student's ability to select and apply appropriate Excel Skills in 
solving complex problems and integrating Excel, with other Microsoft applications. (i.e., 
Word, Access, PowerPoint) and using macros. 

D. Assign Internet assignments that challenge the student to find information on the Internet that 
they can use to create effective documents using what-if analysis. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readino and writino, as well as out of class assionments are required. These assiqnments may include but are not limited to the followinq: 

A. 	Individual Assignment to create a Monthly Accounts Receivable Balance Sheet following case 
scenario. Include formatting, styles. 

B. 	 Enter formula's to check balances by month and end ofyear. Print worksheet and formula's 
C. 	 Using case scenario from A, and B add a pivot table and chart. Re-print worksheet and 


formula's 

D. Add macro to save and close workbook from the above case scenario. 
E. 	 Print workbooks, formulas, save and close workbook. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
June Jamrich Parsons, Dan Oja, Roy New Perspectives on Microsoft Office 
A eloff, Patrick Care Excel 2007, Com rehensive 
Author 	 Title 

I Course Technology 	 I1-4239-0585-7 IAug 2007 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

CAPP 122 rev FEB 09 
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TOP CODE Change 5/24110-Effective FAlO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~B_i_IB_e_r~g~i"~~~~~~~~~~~~~loate: loct2008 
Subject CourseDiscigline Degartment (select from this 


lsl!iK ~ fram •lti~ I"'' \ l '<l!if!ct from !his li'!i!\ ii!il\ Number Title 

Computer CIS CAPP 123 Using Microsoft Access 
Information - Level 1 (formerly CAPP 

1 
, 1230 Using Microsoft 

I 
Systems I 

Access - 2007 Level 1) 
I 

Business-M iFus 
I 

I 

I j 
 I 

I I 

History- M HIST HIST 151 History and Appreciation of Dance 

Dance - M 


DAN DAN 100 History and Appreciation of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Y.12 
Units/Hours Units/Hours 3 0 3+
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units - 192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~ 

Pass/NoMaximum YES 

0514.00 

Yes or No Enter number 
(usually Yes) Enrollment: Pass ALLOW 

Pass/No Yes or No TOP code (click here for TOP 
(usually No) code website) Pass ONLY (choose only 1 ) 

Can time(s) for credit (max 4) {More detailed information on course repeatability can be found~·
1 {If more than 1, justify with one of the following) be Because the course content differs each time It is offered ... 

~--..----~ 

... Ml!!. the student who repeats it is gaining an expanded educational experience because sk/l/s and proficiencies are 
....._ _ ___. enhanced by supervised repetition and practice within class periods 

§[1J,[ the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which learning objectives are 

......__ ___, obtained. 

taken 

Catalog Descrigtion: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only desaibe the course). (75 words or less in gray box below). 
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Students will learn the functions and capabilities of Microsoft Access with an 
emphasis on the integration of Microsoft Office Access to solve course business 
problems. The course will begin to prepare the student to take the Microsoft Office 
Specialist (MOS) Expert-level exam. 

To count words, select only the words Within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course teaches beginning and advanced capabilities of Access. This course 
re ares students for the Microsoft Ex art-Level MOS Exam 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

This course provides the student with the advanced skills needed in the 
professional, course, and personal sector. This course will prepare students for the 
Microsoft Office Specialist (MOS) Expert-level exam in Access. 

roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followin : 

1. Identify major components of the Access window 
2. Open and navigate a table 
3. Design and create a new database 
4. Analyze, design, and build fields and table primary keys 
5. Add, modify, and delete records from a database 
6. Create, run and save queries 
7. Create a form in accordance with standard design principles 
8. Maintain table data using a form 
9. Create a complex form (mainform-subform) 
10. Design and create a report in accordance with problem specifications 
11. Define data validation criteria appropriate to the data type and problem domain 
12. Use logical operators in a query 
13. Design and create a custom form in accordance with problem specifications 
14. Design and create a custom report in accordance with standard design principles 
15. Create a crosstab query to analyze data 
16. Im ove database rformance b viewin and creatin indexes where a 

Course Content: (please number the outline of main topics and subtopics) 

A. Creating and Using Databases 
1. Create Access Databases 
2. Open database objects in multiple views 
3. Move among records 
4. Format datasheets 

B. Creating and Modifying Tables 
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1. 	 Create and modify tables 
2. 	 Add a pre-defined input mask to a field 
3. 	 Create look-up fields 
4. 	 Modify field properties 

C. 	 Creating and Modifying Queries 
1. Create and modify select queries 
2. 	 Add calculated fields to Select queries 

D. 	 Creating and Modifying Forms 
1. 	 Create and display forms 
2. 	 Modify form properties 

E. 	 Viewing and Modifying Information 
1. Enter, edit and delete records 
2. 	 Sort records 
3. 	 Filter records 

F. 	 Defining Relationships 
1. Create one-to-many Relationships 
2. Enforce Referential Integrity 

G. 	 Producing Reports 
l. 	 Create and format reports 
2. Add calculated controls to reports 
3. 	 Preview and print reports 

H. 	 Integrating with Other Applications 
1. 	 Import Data to Access 
2. 	 Export Data from Access 
3. Create a simple data access page 

Methods of Instruction: (please number and be reflective ot a variety of 1earning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. 	Demonstrate how to use Macros to increase ease ofuse ofMicrosoft Access and data entry 
forms, and reports. 

B. 	 Lecture on design and implementation ofdatabase applications using major components and 
core functions ofAccess. 

C. 	 Demonstrate how to construct and use databases, forms, reports and queries. 
D. 	 Pair- and small-group problem solving and discussion on specific features available in the 

applications. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. Methods of evaluation mav indude but are not limited to the followinq: 

A. 	 Graded assignment from textbook. Review Assignment requires students to open and 
manipulate a file on the Data Disk, and follow instructions for completing assignment. 

B. 	 Graded assignments from textbook. In the Case 1 and Case 2 are in-depth assignments per 
project that require students to apply knowledge gained in the project to solve problems on the 
computer using components and core functions ofAccess. 

C. 	 Test that demonstrate the student's ability to select and apply appropriate Access skills in 
solving business problems constructing databases, forms, reports, and queries. 

D. 	 Team projects and Internet assignments that challenge the student to find information on the 
Internet that they can use to create effective database systems using keyboard shortcuts, and 
drop-down menus. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writi , as well as out of dass assi nments are r uired. These assi nments ma include but are not limited to the followin : 

A. 	 Students will prepare a database, with documentation ofthe database and its needs that apply 
to its desi 
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B. 	 Working from the database that student's prepared; students will define relationships and then 
create queries, reports and forms from the information. 

C. 	 Continue working from database given, student's will create macros that will enhance the 
efficiency of the database. 

D. 	 Ta1cing the information from the database created in A, B, and C students will export the 
information from the tables into a Word document. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re 	 uired 1 : 
Joseph J. Adamski, Kathy Finnegan New Perspectives on Microsoft Office 

Access 2007, Com rehensive 
Author 	 Title 

I Course Technology 	 l 1-4239-0589-X I Sep2007 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

CAPP 123 rev FEB 09 
TOP CODE Change 5/24/10- Effective FAlO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~B_i_IB_e_r_g_in~~~~~~~~~~~~~IDate: !OCT2008 
Subject CourseDiscigline Degartment (select from this 


1...,._.., f'""""1this i;.,.n r ... i...-. frnm th... ii51 \ li!<l\ Number Title 

Computer CIS CAPP 124 Using Microsoft PowerPoint 
Information (formerly CAPP 1240 Using 
Systems 

I 
Microsoft PowerPoint 2007
Level1) 

Business-M BUS 

I 	 I 
I 

I 


History - M HIST 	 HIST 151 History and Apprec1auon of Dance 
Dance - M 

DAN 	 DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 

!:&Q 
Units/Hours 
1 unit - 48-54 

Lecture Units 
3 I + 

Lab Units 
0 

Total Units 
3 

2 units  32-36 2 units  96-108 Lecture Hours Lab Hours Total Hours 
3 units  48-54 3 units-144-162 
4 units  64-72 
5 units  80-90 

4 units -192-216 
5 units  240-270 

48-54 + 0 48-54 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from~. 

Pass/NoMaximum YES 

0514.00 

Yes or No Enter number (usually Yes) Pass ALLOW Enrollment: 
Pass/No Yes or No 	 TOP code (click here for TOP 

(usually No) code website) Pass ONLY (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1, justify with one of the following) be Because the course content differs each time It Is offered ... 

~--+---~ 

... fil15!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
,_____.._, 	enhanced by supervised repetition and practice within class periods 

... fil15!. the student who repeats it ts gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

~-~ 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please onl describe the course . 75 words or less in ra box below . 

This course introduces students to presentation software concepts and 
applications. Students will use Microsoft PowerPoint to create and present 
information for a variety of contexts. This course is designed for the student who is 
pursuing the MOUS certification as well as students who are interested in improving 
their inte rsonal communication skills. 

To count 1NOrds, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the 1NOrds are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

Develop single-user and workgroup applications using advanced features of MS 
PowerPoint. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The CIS department offers courses that are designed to prepare students for 
employment in the field of Information Technology. This particular course is part of 
our Com uter A lications CAPP track. 

roval rocess. See Forms E1-E4 for details. 

None. 

roval rocess. See Forms E1-E4 for details. 

None. 
other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. 	 Identify major components of the PowerPoint window 
2. 	 Analyze the needs and expectations ofyour audience 
3. 	 Assess the situation in which the presentation will be delivered 
4. 	 Prepare an outline of the general organization of the presentation 
5. 	 Develop an effective introduction, body, and conclusion 
6. 	 Select and create appropriate visuals 
7. 	 Create a presentation 
8. 	 Prepare outlines, handouts and speaker notes 
9. 	 Use design templates to establish presentation standards 
10. Customize a design template using the Slide Masters 
11. Apply graphics, sounds, and animation where appropriate 
12. Evaluate sources ofdata and import Word outlines and Excel charts 
13. Apply complex sound and animation effects to a presentation 
14. Set up a self-running presentation 
15. Design and create templates using the Slide Masters 

Course Content: (please number the outline of main topics and subtopics) 

1) 	 Planning a Presentation 
a) Planning a presentation 
b) Determining the purpose of the presentation 
c) Determining the outcomes of the presentation 
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d) Analyzing the audience's needs and expectations 

2) 	 Selecting Appropriate Media 
a) Chalkboards, whiteboard, notepad 
b) Flip chart 
c) Posters 
d) Overheads 
e) Handouts 
f) Slides 
g) On-screen 

3) 	 Organizing a presentation 
a) Developing an introduction 
b) Developing the body of a presentation 
c) Organizing information 

i) Inductively 

ii) Deductively 

iii) Chronologically 

iv) Spatially 

v) Problem and solution 


d) Supporting main points 

e) Providing transitions 


4) 	 PowerPoint Presentation Framework 
a) Start the presentation 
b) Create the text framework 
c) Add charts 
d) Add embellishments 
e) Prepare a slide show 
f) Save file 
g) Solicit contributions from others 
h) Generate printed output 
i) Solicit feedback 

5) 	 PowerPoint Views 
a) Normal (developer) View 
b) Outline View 
c) Slide View 
d) Slide Sorter View 

6) 	 Starting a Presentation 
a) Presentation design templates 
b) Slide master 
C) Creating a design from scratch 

7) Creating and Modifying Text 
a) Entering the main topics 
b) Adding bulleted text 
c) Editing text 
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d) Formatting text 

8) Selecting and Adding Charts 
a) Overview ofchart types 
b) Basic charts 
c) Customizing charts 
d) Organization charts 

9) 	 Adding embellishments 
a) Adding clipart and photos 
b) Providing transitions 
c) Adding animation 
d) Adding sound effects 

10) Preparing a slide show 
a) Setting up a self-running presentation 

11) Web Publishing 
a) Factors to consider 
b) Saving the presentation as a web page 
c) Publishing the presentation 
d) Using web folders 

12) Using PowerPoint with other applications 
a) MS Word 
b) MS Excel 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

A. 	 Lecture on audience needs assessment and expectation analysis. 
B. 	 Pair- and small-group problem solving and discussion on presentation creation with the 

Auto Wizard feature. 
c. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

A. 	 Homework assignments that demonstrate mastery ofpresentation creation with the Auto Wizard 
feature. 

B. 	 Team projects where students develop presentations that incorporate graphics, sounds, transitions 
and animation. 

C. 	 Tests that demonstrate mastery of course objectives, for example: multiple choice questions to 
verify comprehension ofpresentation-software terminology; activity problems to demonstrate 
mast of includin cial effects in a resentation. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writing, as well as out of class assionments are reauired. These assionments mav include but are not limited to the followino: 

A. 	Projects I Team Assignments. Given a case scenario the student will prepare an outline of the 
general organization of the presentation, highlighting audience needs and expectations. 

B. 	 Projects I Team Assignments. Given a problem statement the student will develop a presentation 
using the introduction, body, and conclusion format. 

C. 	 Projects I Team Assignments. The student will enhance a presentation by adding graphics, 
sounds, animation and transitions. 
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Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Beverly Zimmerman, S. Scott New Perspectives on Microsoft Office 
Zimmerman PowerPoint 2007, Com rehensive 
Author Title 

ICourse Technology I1-4239-0593-8 IAug 2007 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 124 rev FEB 09 
TOP CODE Change 5/24/10- Effective FAIO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, Ca 92583 

Author: ISusan Carrier 	 IDate: I August 1, 2005 

Discipline(s): I 1. Bus Admin I 2. Accounting I 3. Office Admin 
~~~~~~~~-----'-~~~~~~~~~~~~~~~~~~~~ 

1. Course Title: I Excel For Business And Accounting 
If this course is having a subject or number change, the course author must include after the Course Title 
(formerly {Subj}{Course Number} ie. Technol in the Classroom former! COE 160 

2. Course Number: CAPP 125C 
~~~~~~~~~~~~~~~~~~~~~~~~ 

3. Miscellaneous: 
3a. Units/Hours 

Lectyre 
Units/Hours 

1 unit-16-18 
2 units - 32-36 
3 units - 48-54 
4 units - 64-72 
5 units - 80-90 

Lab Lecture 
Units/Hours Total Units 	 Units Lab Units 1 unit - 48-54 


2 units - 96-108 3 3 0
+
3 units-144-162 
4 units - 192-216 	 Lecture 
5 units- 240-270 Total Hours Hours Lab Hours 

48-54 - 48-54 0-	 + 
3b. Credit Type 

De t: Business Pro ram: 
c--~~~~~~~~~~~~--. 

Bus Admin/Office Admin 

x Transfer Credit (100 & higher) 
(click here for Transfer Form) x Degree Credit 

(70 & higher) 
Non-Degree 
Credit (69 & lower 

3c. AA/AS Degree Pattern LJ General Ed Breadth 

I~rea(s) [ 

3d. Maximum Enrollment: 

3e. Credit/No Credit ONLY 

[!15
No 

Enter number 

Yes or No (usually No) 

3f. Credit/No Credit ALLOW Yes Yes or No (usually Yes) 

3g. Can be taken 	 111 time(s) for credit (maximum 4): 
l_:_j (If more than 1, justify with one of the following)

Q It is a lab class that emphasizes the development of skills over time

D 
It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) / 0514.00 I 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 
qrav box below). 

Excel skills for business and accounting users. Course will focus on case studies 
and selecting and applying features and techniques for using Excel to improve 
business productivity and solve common accounting problems. Students will 
work with spreadsheet features including formatting. formulas, functions, charts 
and tools. Designed for students who have completed ACCT 124 or ACCT 124 A. B 
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& C or have equivalent experience in accounting. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within. It won't aive an accurate count. 

5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
gray box below). ":· ,. 

Excel for business and accounting users. This course covers basic and advanced 
features of Excel to be used in case studies and projects including financial 
statements, schedules and analysis with focus on timesaving tips and practical 
solutions. This course also covers formatting, formulas. functions, and charts 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If YOU select the entire box that the words are within, it won't give an accurate count. 

6. Need/Justification (in aray box below) 
Knowledge of Excel is critical to anyone in any business or accounting field. The current 
course in Excel, CAPP 122C, focuses on the features of Excel needed for MOUS 
certification. This course will focus on training and practical application of the software for 
business and accounting users. Assignments will focus on case studies for solving real
world business and accounting problems. 
7a. Prerequisite(s) (in gray box below): 
Prerequisites go through a separate aooroval process. See Forms E1-E4for details. 
None 
7b. Corequisite(s) (In gray box below): 
Coreauisites go through a separate approval process. See Forms E1-E4 for details. 
None. 
7c. Recommended Preparation (in gray box below): 
Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 
details. 
ACCT124 or ACCT 124 A, B, &C or equivalent accounting experience 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the followina: 

1 . Create, save and print Excel spreadsheets utilizing features for navigating, 
selecting, data entry, formatting, formulas, functions, charts, graphs, and help. 

2. Evaluate and utilize a variety of techniques for increasing speed and accuracy in 
the design and use of a spreadsheet. 

3. Analyze business and accounting problems using case studies and determine an 
effective solution using a variety of advanced Excel features to design forms, 
reports, and charts to compile, summarize and/or analyze data into useful 
information. 

9. Course Content: (outline of main topics and subtopics in gray box below) 
1. The Excel Window 

a. Title bar, menus and toolbars 
b. Formula bar 
c. Scroll bars and sheet tabs 
d. The status bar 

2. Moving Around in Excel 
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a. Using the mouse and the keyboard 
b. Moving around in a workbook 
c. Selecting a group of cells 

3. Helpt 
a. Using Excel's help feature 
b. Index of topics 
c. The Answer Wizard 

4. Entering Data in Excel 
a. Types of data (labels, numbers and formulas) 
b. Data entry shortcuts 
c. AutoCorrect, AutoComplete 
d. SpellCheck 
e. Inserting and deleting cells 

5. Formatting Cells 
a. Basic formatting techniques 
b. The formatting toolbar and the format cells dialog box 
c. Format painter 

6. Editing a Spreadsheet 
a. Cut, copy and paste 
b. Drag and drop 
c. Undo and redo 
d. Inserting and deleting rows/columns 
e. Autofill 

7. Formulas and Functions 
a. Simple formulas 
b. The order of operands 
c. Relative vs absolute cell addressing 
d. SUM, AVERAGE, MIN and MAX functions 
e. The AutoSum button 
f. A brief tour of other function commands 

8. Charts and Graphs 
a. Creating basic charts and graphs 
b. Chart types 

9. Saving and Printing 
a. Save, SaveAs, Open, and Close commands 
b. Page Setup 

10.Shortcuts - The Fastest Way to Increase Productivity 
a. Navigation shortcuts 
b. Selecting shortcuts 
c. Editing shortcuts 
d. Data entry tricks 
e. AutoCorrect, AutoComplete, and multiple windows 

11. Data Tables 
a. "Table Manners" - rules for building data tables effectively 
b. Sorting - sorting tables on multiple levels 
c. AutoFilter - finding and manipulating data 
d. Copy and Paste techniques- using GoTo and PasteSpecial 

12. Advanced Functions 
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a. The IF function 
b. Date and time math 
c. Consolidating data with LOOKUP, SUMIF and INDEX functions 
d. Financial functions: amortization, depreciation, interest, present value, 

future value, yield, maturity, etc. 
e. Statistical functions: rank, quartile, and count 
f. Rounding functions 

13. Form Design 
a. Validation 
b. Protection 
c. Conditional formatting 
d. Drop-in data templates 

14. Report Design 
a. Subtotals - automatic subtotals 
b. Styles- using automatic styles for subtotals 
c. Pivot tables 
d. Query to a database 

15.Advanced Charts 
a. Chart techniques - when to use each chart type 
b. Custom colors, lines, scaling, annotation 
c. Combination charts - Column chart and line chart 

16. Special Tools 
a. Pro forma tools: Scenarios, Solver, and Goal Seek 
b. Macros 
c~ Custom views 
d. Spreadsheet auditing and error checking 
e. Cell comments 

17. Financial Charts and Graphs 
a. Chart techniques - when to use each chart type 
b. Custom colors, lines, scaling, annotation 
c. Combination charts - Column chart and line chart 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction may include, but are not limited to the following: 

A. Lecture and guided practice to reinforce techniques. 

B. Discussion to identify, compare, and contrast Excel features in the effective design offorms, 
reports, and charts. 

C. Individual and/or group problem solving using case studies to develop skill in analyzing 
business and accounting problems and determining an effective solution using a variety of 
Excel features. 

11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the following: 
A. Written tests to measure understanding of the software features 
B. Timed exercises to demonstrate competency in using software to solve specific 
problems 
C. Comouter-assisted evaluations. includina on-screen auizzes and/or exercises 
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12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assignments may include but are not limited to the following: 
Assignment One: Expense Report 
Use Excel to design a simple Excel spreadsheet for use in reporting employee 
business expenses (sample spreadsheet provided). 

Minimum Requirements: 
• Page header and footer, including company name 
• Blank cells for employee name, employee number and department 
• Column on left side for date and description of expenses 
• Columns on right side for airfare, hotel, car rental, meals, telephone, etc. 
• Formulas to calculate total expenses 

Assignment Two: Sales Report and Graph 
Create a sales report for a fictitious car dealership. Use the sales report to create a 
column chart (sample spreadsheets provided). 

Minimum Requirements: 
• Page header and footer including company name, report name and page 

numbering 
• Create summary totals. Report should include row totals for each salesperson 

and column totals for each category. 

Assignment Three: Form Design 
Use Excel to design a comprehensive Excel spreadsheet for expense account 
reporting (printout of sample form provided). 

Minimum Requirements: 
• Company name and logo 
• Place for employee name, employee number department and week ending date 
• Columns on left side for date, description and project number 
• Columns on right side for different types of expenses, including airline, hotel, 

telephone, meals, etc. 
• Signature lines for employee and supervisor. 

Assignment Four: Report Design 
Create a series of sales reports based on an Excel list. Sales data in Excel list and 
sample reports provided. 

Minimum Requirements: 
• Page header and footer including company name, report name and page 

numbering 
• Detail report for use by the Sales Reps. Report should include automatic 

subtotals for each Sales Rep (with page breaks) and subtotal for each 
customer. 

• Summary report for use by the Sales Manager. Rep0rt should include total 
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sales for each customer, sorted by Sales Rep. 
• 	 Summary report for use by Marketing, Production and Forecasting 

Departments. Reports should include total sales quantity for each product, 
sorted and subtotaled by product category. 

Assignment Five: Analysis Template 
Design a template spreadsheet with a "Drop-in" table to analyze performance. 

Minimum Requirements: 
• 	 Two linked worksheets: the first sheet containing analysis formulas and links to 

the second sheet; the second sheet containing the "drop-in" data 
• 	 VLOOKUP, HLOOKUP, and SUMIF formulas to pull data from the drop-in data 

table 
• 	 SUM, AVERAGE, or similar functions to analyze the data into a meaningful 

report. 

"......chart the summary data using a variety of chart types 


Assignment Six: Form Design 
Use Excel to design a form to calculate a depreciation schedule 

Minimum Requirements: 
• 	 Company name and logo 
• 	 Cells for ID number and description of each item 
• 	 Calculations for depreciation based on useful life and double-declining or 

similar method of allocating depreciation. 

Assignment Seven: Ratio Analysis 
Use a corporation's annual report to create a ratio analysis of the balance sheet and 
income statement. 

Minimum Requirements: 
• 	 Page header and footer including company name, report name and page 

numbering 
• 	 Balance sheet and income statement should contain columns for at least 2 

years. 
• 	 Calculate at least 10 ratios for liquidity, profitability, and asset usage. 
• 	 Research industry averages for the ratios calculated and include quartile 


statistics in your spreadsheet 


Assignment Eight: Pro Forma Income Statement 
Design a spreadsheet to calculate a 5-year pro forma income statement based on a 
series of assumptions. 

Minimum Requirements: 
• 	 Create a spreadsheet which will estimate the income and expenses for the next 

5 years for a manufacturing company 
• 	 Calculations should be based on a series of assum tions, such as: 
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Market growth or market-share growth 0 

0 Expense increases (inflation) or decrease (volume pricing) 
0 Increase in marketing expense to increase sales 
0 Purchase of capital equipment to reduce production costs 

• 	 Use the Scenario feature of Excel to capture several different combinations of 
assumptions. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 

Excel 2003 Personal Trainer 

(Author) 

Custom Guide Inc 
(Title) 

O'Reillv Publishina 0-596-00853-8 November 2004 
(Publisher) ISBN 	 (Publication Date) 

(2) Required: 
Ruth Maran 
(Author) 

Maran Illustrated Excel 2003 
(Title) 

South-Western 1-59200-876-3 	 2004 
(Publisher) ISBN 	 (Publication Date) 

(3) Required: 

Cartbera. Conrad 

(Author) 

Manaaina Data with Microsoft Excel 	 ·
(Title) 

Que 0-7897-3100-2 	 2004 
(Publisher) ISBN 	 (Publication Date) 

(4) Reauired: 

Gavlord N. Smith 

(Author) 

Excel for Accountino Princioles 
(Title) 

South-Western 0-538-88887-3 	 March 2003 
(Publisher) ISBN (Publication Date) 

(1) Supplemental: 
Jinier Simon 
(Author) 

Excel 2000 in a Nutshell: A Power User's Quick Reference 
ffitle) 

O'Reillv 1-56592-714-1 Auaust 2000 
(Publisher) ISBN 	 (Publication Date) 

(2) Supplemental: 
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(Author) 

(Title) 

(Publisher) ISBN (Publication Date) 

Other Reference Materials/Suoolies 
5-10 flooov disks 
CAPP 125C - NEW JAN 06 
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Submitted by: '-B_i_IB_e_r__g'--in____________~l Date: I27-Mar-2007 I 
Course 
~-ymber Title 
126E Using In-Design CS2 (or 

most current version)
Level 1 

Office BUS 
Technology 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerfy 
{Subj}{Course Number}) i.e. Technoloav in the Classroom !formerly COE 1601. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Unit!/Hour§ Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from~ 

Credit/No YES 

0514.00 

Yes or NoMaximum Enter number (usually Yes) Credit ALLOWEnrollment: 
(click here for TOP Credit/No Yes or No TOP code 

(usually No) code website) CreditONLY (choose only 1 ) 

time( s) for credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1, justify With one of the following}be ~--1-B_ec_a~u~se.o.,the course content differs each time it is offered ... 

.. 2!1Ji the student who repeats ii is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... 2!1Ji the student who repeals ii is gaining an expanded educational experience because active participatory 
experience in lndlvfdual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 
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Catalog Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onlv describe the course). (75 words or less in qray box below). 

This course introduces the student to the principles. concepts, and techniques of 
desktop publishing with Adobe lnDesign. The focus in this course will be on 
composition and layout of multiple page documents that include imported text, 
graphics, and artwork. This course is designed for the student who wants to 
integrate desktop publishing applications with other business computing 
applications. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

An introduction to the principles and concepts of desktop publishing with an 
emphasis on integration with other business applications. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course is part of the series of CAPP courses that prepare students to work 
effectively with desktop publishing software. 

roval rocess. See Forms E1-E4 for details. 

None. 

roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the following: 

A. Define the term desktop publishing and specify the components of a desktop 
publishing system 

B. 	Compare traditional and desktop publishing methods of page design and 
printing 

C. Identify the major components of the lnDesign window 
D. 	Create a single-page publication that includes text and graphics 
E. 	Design a document with stacked groups and frames 
F. 	 Define basic typographic terms, and be able to explain and identify different 

categories of typefaces. 
G. Evaluate and adjust for kerning, leading, character width and tracking in a 

publication. 
H. 	Create master pages and style sheets 
I. 	 Recognize components that enhance or detract from page layout. Understand 

how color elements affect design 
J. 	Create indexes and tables to support publication of large documents 

Course Content: (please number the outline of main topics and subtopics) 
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1. Introduction to desktop publishing 
a. Development of desktop publishing 
b. Traditional vs/ Desktop Publishing systems 
c. Components of a desktop publishing system 

2. Introduction to lnDesign 
a. Hardware requirements 
b. Software requirements 
c. tnDesign window 

3. Creating a publication 
a. Setting up a publication 
b. Creating a publication 

4. Importing and positioning text 
a. Adding text 
b. Importing text 
c. Moving, copying, and deleting text 
d;. Paragraphs 
e. Text blocks 
f. Frames 

5. Typography 
a. Characters 

b~ Character size measurement 

c. Typefaces 
d. Popular typefaces 
e. Type specifications 

6. Working with graphics 
a. Adding graphics 
b. Importing graphics 
c. Text and graphics 
d. Frames and graphics 

7. Arranging and combining objects 
a. Grouping 
b. Stacking 
c. Aligning and distributing 
d. Duplicating 
e. Transforming 

8. Working with styles 
a. Document structure 
b. Master pages 
c. Grids 
d. Creating and modifying styles 

9. other features 
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a. Transparency 
b. Drop shadows 
c. Feathering 

10. Large publications 
d. tables 
e. indexes 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

A. Lecture on desktop publishing concepts. 
B. Pair- and small-group problem solving and discussion on creating master 

pages and style sheets. 
C. Hands-on activities in su ort of the discussions on rvri1oa 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation mav include but are not limited to the followinq: 

A. Homework assignments that demonstrate mastery of desktop publishing 
features and techniques. 

B. Team projects where students will build a large publication using lnDesign. 
C. Tests that demonstrate mastery of course obiectives 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readinq and writinq, as well as out of class assiqnments are required. These assiqnments may include but are not limited to the followinq: 

1. Projects I Team Assignments. Given a case scenario, use Adobe lnDesign to 
create a publication in accord with good design principles. 

2. Projects I Team Assignments. Given a case scenario and sample data (text) 
sets, prepare a large publication that imports data, builds a publication, and 
utilizes tables and indexes. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Cohen, Sandee I nDesi n CS2 for Macintosh & Windows: Visual QuickStart Guide 
Author Title 

I Peachpit Press Ioa21 s2201 o [ September 2005 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
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Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 126E rev JUNE 07 
TOP CODE Change 5/24/10- Effective FAIO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Computer 
Information 
Systems 

Buslness-M 

CIS 

BUS ~---J 

r------i 

Submitted by: Bil Bergin Date: IOCT 2008 
Subject Course 

(select from this 
Ii Number 

CAPP 126G Using Adobe lnDesign 
(formerly Using Adobe 
lnDesign CS3) 

History  M 
Danco- M 

HIST HIST 151 History and Appreciation of Dance 

DAN DAN 100 History and Appreciation of Dance 

I 

Course Number: 	 a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 0 3+ 	 -1 unit - 16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units-64-72 4 units - 192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~-

Maximum Pass/No YES 

0514.00 

Yes or No 
Enter number 

(usually Yes) Pass ALLOW Enrollment: 
Pass/No Yes or No 	 TOP code (click here for TOP 

(usually No) code website)(choose only 1 ) Pass ONLY 

time(s) for credit (max 4) {More detailed information on course repeatability can be found~.Can 
1 (If more than 1, justify with one of the following) be ~--+--"B-"ec"-'a=u-"se"->the course content differs each time It Is offered ... 

.. Ml!!. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
,_____, enhanced by supervised repetition and practice within class periods 

.. M1Ji the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments is the basic means by which learning objectives are 

~----' obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
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Please onl describe the course . 75 words or less in ra box below . 

This course introduces the student to the principles, concepts, and techniques of 
desktop publishing with Adobe lnDesign. The focus in this course will be on 
composition and layout of multiple page documents that include imported text, 
graphics, and artwork. This course is designed for the student who wants to 
integrate desktop publishing applications with other business computing 
a lications. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

An introduction to the principles and concepts of desktop publishing with an 
em hasis on inte ration with other business a lications. 
To count 'M:>rds, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

This course is part of the series of CAPP courses that prepare students to work 

effective I with deskto ublishin software .. 

Prerequisite(s): (For more information, click here) 

Prer uisites o throu h a se arate a roval rocess. See Forms E1-E4 for details. 

roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Ucon the comoletion of the course the student will be able to do the followinq: 

A. Define the term desktop publishing and specify the components of a desktop 
publishing system 

B. 	Compare traditional and desktop publishing methods of page design and 
printing 

C. Identify the major components of the lnDesign window 
D. 	Create a single-page publication that includes text and graphics 
E. Design a document with stacked groups and frames 
F. Define basic typographic terms, and be able to explain and identify different 

categories of typefaces. 
G. Evaluate and adjust for kerning, leading, character width and tracking in a 

publication. 
H. 	Create master pages and style sheets 
I. 	 Recognize components that enhance or detract from page layout. Understand 

how color elements affect design 
J. 	 Create indexes and tables to support publication of large documents 

Course Content: (please number the outline of main topics and subtopics) 

1. Introduction to desktop publishing 
a. Development of desktop publishing 
b. Traditional vs/ Desktop Publishing systems 
c. 	Com onents of a deskto ublishin s stem 
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2. Introduction to Adobe lnDesign 
a. Hardware requirements 
b. Software requirements 
c. lnDesign window 

3. Creating a publication 
a. Setting up a publication 
b. Creating a publication 

4. Importing and positioning text 
a. Adding text 
b. Importing text 
c. Moving, copying, and deleting text 
d. Paragraphs 
e. Text blocks 
f. Frames 

-- ~--, 

5. Typography 
a. Characters 
b. Character size measurement 
c. Typefaces 
d. Popular typefaces 


,, _ e. Type specifications 


6. Working with graphics 
a. Adding graphics 
b. Importing graphics 
c. Text and graphics 
d. Frames and graphics 

7. Arranging and combining objects 
a. Grouping 
b. Stacking 
c. Aligning and distributing 
d. Duplicating 
e. Transforming 

8. Working with styles 
a. Document structure 
b. Master pages 
c. Grids 
d. Creating and modifying styles 

9. Other features 
a. Transparency 
b. Drop shadows 
c. Feathering 
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10. Large publications 
d. tables 
e. indexes 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

A. 	Lecture on desktop publishing concepts. 
B. 	Pair- and small-group problem solving and discussion on creating master 

pages and style sheets. 
C. Hands-on activities in support of the discussions on typography. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation mav include but are not limited to the followino: 

A. 	Homework assignments that demonstrate mastery of desktop publishing 
features and techniques. 

B. 	Team projects where students will build a large publication using Adobe 
lnDesign. 

C. Tests that demonstrate mastery of course objectives 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readino and writino, as well as out of class assionments are reouired. These assionments mav include but are not limited to the followino: 

A. 	Projects I Team Assignments. Given a case scenario, use Adobe lnDesign to 
create a publication in accord with good design principles. 

8. 	Projects I Team Assignments. Given a case scenario and sample data (text) 
sets, prepare a large publication that imports data, builds a publication, and 
utilizes tables and indexes. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Sandee Cohn lnDesign CS3 for Macintosh and 

Windows: Visual QuickStart Guide 
Author 	 Tltle 

I Peachpit Press 	 Io-321-so3oa-a IOct2007 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 }: 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 



Mt. San Jacinto College 

Page 5of5 Integrated Course Outline of Record FormB 


Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 126G rev FEB 09 
TOP CODE Change 5124110- Effective FAIO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~C_a_r_e_n_H_e_n_ne_s_s~y~~~~~~~~~~~~~~__,I Date: ~8_/_26_/_10~~~~ 
Course 
Numbe_r ILtle. 
135 Using Microsoft Project 

(formerly CAPP 1350 Using 
Microsoft Project 2007) 

Computer CIS CAPP 135 Using Microsoft Project 
Information (formerly CAPP 1350 Using 
Systems Microsoft Project 2007) 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit {please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units 
~ ~ 	

+ -Units/Hours Units/Hours 3 3 
1 unlt-16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 48-54 + -- 48-54 
5 units - 80-90 5 units - 240-270 

Maximum 	 TOP code (click here for TOP Enter number 	 0514.00
Enrollment: {choose only 1) code website) 

Pass/No Pass Yes or No 
0 (usually No) ONLY RU 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~· 
1 (If more than 1, justify with one of the following)be ~--+-Bec_a_u_s~ethe course content differs each time It Is offered ... 

D ... lJ1Si. the student who repeats it is gaining an expanded educational experience because skflls and proficiencies aretaken 
enhanced by supervised repetition and practice within class periods 
... !IJ!!l the student who repeats it is gaining an expanded educational experience because active participatory

D experience in Individual study or group assignments Is the basic means by which teaming objectives are 
obtained. 

Ostand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a non-degree app//catn. etedlt course or a degree applicable credit course which is not part of• degree or state certificate and Is not 
approved In one of tful GE areas. If a course Is only approved in an employment concentration certlffcate, it Is considered Stand Alone. If course Is St111nd 
Alone, Indicate In Stand Alone field on Form A 1. 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~ In the box below. justify placement 
for each general education area indicated using the general education definitions and student learning outcomes found ~-

REV 7/ 10 
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Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl desaibe the course . 75 words or less in ra box below . 

This course introduces students to Microsoft Project as a project management tool. Within the framework of the 
project management life cycle, the following activities will be examined: integration and scope management, 
time, cost, and quality management, and communications and risk management. This course is designed for 
the student who needs a workin knowled e of ro'ect mana ement tools and techni ues. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the 
entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl desaibe the course . 25 words or less in ra box below . 

This course introduces students to Microsoft Project. It includes topics of project integration.scope, time, cost, 
uali mana ement, communications and risk mana ement. 

To count words, select only the words within the catalog desaiption, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~} 
This course introduces the student to one of the core subject areas in all Business environments, i.e. project 
mana ement. The student will ain insi ht into career o rtunities for ro·ect mana ement s ecialists. 

Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E5 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None 

Corequisite(s): 
Cor uisites o throu h a se arate a 

None 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E5 for details. 

None 
Other Enrollment Criteria: 
See Forms E1-E5 for details. 

None 
Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followin : 

1. Assess project management and the impact on business 
2. Analyze the project management life cycle. 
3. Design and discuss various project views, filters, forms and reports and analyze their use in the decision 
making process. 

4. Prepare a Work Breakdown Structure 
5. Construct and use GANNT charts and PERT charts for project planning and tracking. 
6. Examine and apply the different cost estimating techniques. 
7. Analyze various kinds of project documentation. 
8. Identify common sources of risk on projects and develop strategies for identifying and reducing them. 
9. Or anize Microsoft Pro·ect to su each of the ma· or hases of the o·ect mana ement life c cle. 

Course Content: (please number the outline of main topics and subtopics) 

1) Introduction to project management 
a) The role of project management in Business 
b) Project management life cycle 
c) Project phases 
d) Project management process groups 

2) Microsoft Project Basics 
a) Establishing project start and end dates 
b) Review the project panes, toolbars and screen structure. 
c) Review the function of a GANTI and PERT chart 

3) Project Tasks 
a) Creating general tasks 
b) Establishing Task durations 

REV 7110 




Mt. San Jacinto College 

Page 3of4 Integrated Course Outline of Record FormB 


c) Milestones 
d) Summary and subordinate tasks 
e) Linking tasks 

Finish-to-Start 
~--ii Start-to- Start 

iii Finish-to-Finish 
iv Start-to-Finish 

f) Establishing lag & lead 
g) Identifying the critical path 
h) Splitting tasks 
i) Recurring tasks 
j) Review and access the Task Information window 

4) Project Resources 
a) Adding resources 
b) Identifying resource fields 
c) Editing resources 
d) Assigning resources to tasks 
e) Identifying and managing overallocated resources 

5) Calendars 
a) Relationship between calendars and the project. 
b~ Creating project calendars. 
c) Creating task calendars. 
d) Creating resource calendars. 
e) Editing and printing calendars. 

6) Costs 
a) Identifying resource and task costs 
b) Adding and editing cost information 
c) Viewing and analyzing cost information 
d) Identify ways to reduce a projects costs. 

7) Project communications management 
a) Background 
b) Communications planning 
c) Sharing project components with stakeholders. 
d) Consolidating and linking projects 
e) Identify project documentation options - PDF, GANNT, PERT and Calendars 

8) Executing a project 
a) Establishing a baseline 
b) Identifying variances 
c) Completing tasks 
d) Managing resources 
e) Analyze risk management concepts 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followino: 

1. Lecture on project management life cycle and the core and facilitating functions of project management. 
2.lnstructor-led guided practice of Microsoft Project's functions. 
3. Case study analysis of actual projects to identify the positive and negative aspects of a particular project. 
4. Student projects that utilize Microsoft Project as a management tool. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followi : 

1. Homework assignments that demonstrate mastery of using the Microsoft Project software. 

2. Exams will be used to measure competencies in problem solving and analysis of correct procedures and 
techni ues. Questions will test for content understandin of terminolo and knowled eof sub"ect matter. 

REV 7/10 
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Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writl , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Identify a project that needs to be completed, prepare a 200 word description of the project and the desired 
outcome. Use Microsoft Project to document the project. The project requirements are: at least 20 tasks, has 

logical task linking, utilizes resources to complete tasks, identifies resource and task calendars and produces a 

GANNT. Students will present their project to the class, explain the project's purpose and organization, then 

answer questions from classmates. The project will be assessed on if it contains the required components and 

and the re rt and resentation clear! ex lains the ro"ect's sco and outcome. 


Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 


Re uired 1 : 

John Wile &Sons Microsoft Office Pro·ect 2007 

Author Title 


\ Wiley&Sons I 918-0-410-009s3-o I 111/2008 
Publisher ISBN Publication Date 

Required (2): 
I 

Author Title 

Publisher ISBN Publication Date 

Required (3): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 
I 

Author Title 

Publisher ISBN Publication Date 

REV 7/10 
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1499 North State Street 
San Jacinto, Ca 92583 

Author: IRick Halsey 	 I Date: I 03108105 

1. Course Title: Sales and Marketin 
If 

2. BADM 

this course is having asubject or number change, the course author must include after the Course Title 
(formerly {SubjHCourse Number} ie. Technol in the Classroom former! COE 160 
2. Course Number: AGTM 120/BADM 120 

~~~~~~~~~~~~~~~~~~~~~~~~ 

3. Miscellaneous: 
3a. Units/Hours 

Lecture 
Units/Hours
1 unit-16-18 
2units - 32-36 
3units - 48-54 
4units - 64-72 
5 units - 80-90 

Lecture
Units/Hours Total Units 	 Units Lab Units1 unit- 48-54 


2units - 96-108 3.0 3.0 0.0
--	 +3 units-144-162 
4units -192-216 	 Lecture 
5 units - 240-270 Total Hours Hours Lab Hours 

48-54 - 48-54 0.0-	 + 
3b. Credit Type 

Golf Course/Turf 
De AGTM 	 Pro ram: Mana ement 

Non-DegreeTransfer Credit (100 & higher) Degree Creditx(click here for Transfer Form) (70 & higher) Credit(69 & lower) 

3c. AA/AS Degree PatternLJ General Ed Breadth 

I ~rea(s) I 
3d. Maximum Enrollment: 

3e. Credit/No Credit ONLY 

3f. Credit/No Credit ALLOW 

30 
No 
Yes 

Enter number 

Yes or No (usually No) 

Yes or No (usually Yes) 

3g. Can be taken 	 111 time(s) for credit (maximum 4):
l_:_j (If more than 1, justify with one of the following)

D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 1307.30 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
This course examines how effective marketing plans are conceived, designed and 
implemented. The course emphasizes sales and marketing as it applies to a 

varie of resort restaurant and related hos itali service Indus roducts. 
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The focus includes related sales and promotional strategies, merchandising, 

public relations and advertisina. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 

Careful! If you select the entire box that the words are within, it won't give an accurate count. 

5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
gray box below). 

Marketing for the service industry with a focus on restaurant and resort products. 
Presents the fundamental marketing concepts of advertising, promotions, 

merchandisina and sales. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If vou select the entire box that the words are within, it won't give an accurate count. 
6. Need/Justification (in gray box below) 


The course is part of the expanded offerings in the Golf Course/Turf Management 

Certificate to focus on golf resort operations. a growing industry in the reaion. 

7a. Prerequisite(s) (in gray box below): 

PrereQuisites go through a separate aooroval process. See Forms E1-E4 for details. 
None~ 
7b. Corequisite(s) (in gray box below): 

CoreQuisites go through a separate approval process. See Forms E1-E4 for details. 

None. 

7c. Recommended Preparation (in gray box below): 

Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 

details. 

None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the following: 
The student will be able to: 

1. 	Describe the elements needed for a successful marketing process 
2. 	 Evaluate various hospitality/service industry products 
3. 	 Formulate strategic marketing plans 

a. 	Analyze the elements in the regional marketing environment. 
b. Assemble marketing information from marketing research. 
c. 	Assess targeting and positioning concepts and design service 

industry products. 
d. 	Design a comprehensive marketing plan 
e. 	 Evaluate the variety of consumer markets and distinguish marketing 

segments. 
4. 	 Evaluate techniques of internal marketing. 
5. 	 Appraise quality measures that build customer loyalty. 
6. 	 Compare and evaluate strategies for pricing products. 
7. 	 Assess distribution channels and discuss relative effectiveness. 
8. 	 Evaluate techniques for promotion products. 
9. Compare various types of public relations systems. 

10.Evaluate effective sales techniques. 


9. Course Content: (outline of main topics and subtopics in gray box below) 
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1) The Marketing Process 
a. Research 
b. Oesign
c. Evaluation 
d. Strategic Marketing Plans 

2) Marketing Environments 
a. Market Research 
b. Consumer Markets 
c. Marketing Segments 
d. Targeting and Positioning Concepts 

3) Marketing Products 
a. Designing Products 
b. Product Pricing 
c. Merchandising 

4) Sales 
a. Strategies 
b. Public Relations Systems 
c. Sales Techniques 
d. Advertising 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction mav include, but are not limited to the followinq: 
The following are the methods to be used to present course content. 

a. Lectures will cover major theories and application of marketing and sales 
techniques as it relates to the golf course and resort management. 

b. Text assignments and reading materials will reinforce lecture topics 
c. Classroom assignments to reinforce specific steps in development of 

marketing plans 
d. Group research projects and presentations of Marketing Plans 
e. Class discussions 
f. Video skill demonstrations by students. 
g. Guest Speakers representing industry 

11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the followinq: 

a. Essay or term paper based on unit assignments 
b. Short answer exams 
c. Problem solving exercises related to lectures and reading assignments 
d. Research and participation in group assignment related to marketing 
e. Class participation and discussion 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent Reading and writing, as well as out of class assignments are required. 
These assignments mav include but are not limited to the following: 

a. Readina assianments from the text and suoolemental material 
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b. Writing, Problem Solving or Performance for example: 
1. Write a one-page essay explaining the significance of merchandising 

to the service industry. 
2. Write a one-page essay commenting on the pricing of service 

products. 
c. Term paper, research paper on developing a marketing plan for a service 

company and present to the class. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 
Philip Kotler. John Bowen. James Makens 
(Author) 

Marketing for Hospitality and Tourism 
(Title) 

.J>rentice Hall 3rd edition 0130996114 2002 
(2) Required: 
(Publisher) ISBN (Publication Date) 

(Author) 

(Title) 

(Publisher) ISBN (Publication Date) 

(3) Required: 

(Author) 

<Title) 

(Publisher) ISBN (Publication Date) 

(1) Supplemental: 

(Author) 

<Title) 

(Publisher) ISBN (Publication Date) 

(2) Supplemental: 

(Author) 

(Tltle) 

(Publisher) ISBN <Publication Date) 

(3) Supplemental: 
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(Author) 

<Title) 

(Publisher) ISBN 

Other Reference Materials/Supplies 

(Publication Date) 

Transfer and ArfICU Iation t01fill OUt the f:oIIowmg: 
CSU CSU c UCCSU UCMSJC 

Submi Approve S GE Breadth Submit ApproveBoard of t Date u DateDate
DateTrustees G 


Approval Date 
 E 

B 
r 
e 
a 
d 
t 
h 
s Approve 
u 
b 
m 
i 
t 
A AreaDate Oat 
r e 
e 
a 

New I 
Revised I 

MSJC IGETC IGETC CAN CAN 

Board of Submit Anr>rove Submit Anr>rove 
Area Oat Are Date No. Oat No. Date

Trustees e a e 

Approval Date 
New I 
Revise Id BADM 120 -new JUNE 05 (er/ w AGTM 120) 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, Ca 92583 

Author: IRick Halsey I Date: I03102105 

1. Course Title: I Resort Food &Beveraae Ooeration 
If this course is having a subject or number change, the course author must Include after the Course Title 
(formerly {Subj}{Course Number} ie. Technol in the Classroom forme COE 160 
2. Course Number: HORT 122/BAOM 122 formerl AGTM 122 
3. Miscellaneous: 
3a. Units/Hours 

Lecture 
Units/Hours
1 unit-16-18 
2 units - 32-36 
3 units - 48-54 

Ym 
Units/Hours
1unit - 48-54 

2units - 96-108 
3 units-144-162 

Total Units 
3.0 --

Lecture 
Units 
3.0 + 

Lab Units 
0.0 

4 units-64-72 4 units -192-216 Lecture 
5 units - 80-90 5 units - 240-270 Total Hours Hours Lab Hours 

48-54 -- 48-54 + 0.0 
3b. Credit Type 

De HORT Pro ram: 
Turf and Landscapcil 
Mana ment 

x Transfer Credit (100 & higher) 
(click here for Transfer Form) 

Degree Credit 
(70 & higher) 

Non-Degree 
Credit 69 & lower) 

3c. AA/AS Degree PatternLJ General Ed Breadth 

I~rea(s) l 
3d. Maximum Enrollment: 30 Enter number 

3e. Credit/No Credit ONLY nO Yes or No (usually No) 

3f. Credit/No Credit ALLOW nO Yes or No (usually Yes) 

3g. Can be taken 111. time(s) for credit(maximum4):
L.:_J {If more than 1, justify with one of the following) 

D lt is a lab class that emphasizes the development of skills over time 

Q It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 1307 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 
ra box below . 
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This course is the study of the techniques and methods of operating and 
controlling a food and beverage operation in a resort environment. It studies the 
management techniques necessary for the planning, monitoring and controlling of 
a food service operation and of the control systems available to insure a profitable 
operation. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within, it won't give an accurate count. 
5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
orav box below). 
This course provides a general overview of food & beverage management and 
controlling costs within the operation. Emphasis is on guidelines related to resort 
operations. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If vou select the entire box that the words are within it won't aive an accurate count. 
6. Need/Justification (in gray box below) 

The course is part of the expanded offerings in the Turf and Landscape 
Management Certificate to focus on golf resort operations, a growing industry in 
the region. 
7a. Prerequisite(s) (in gray box below): 
Prerequisites qo throuQh a separate aooroval process. See Forms E1-E4 for details. 

None. 
7b. Corequisite(s) (in gray box below): 
Corequisites QO throuqh a separate aooroval process. See Forms E1-E4 for details. 

None. 
7c. Recommended Preparation (in gray box below): 
Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 
details. 
None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the following: 
Upon completion of the course, students will be able to: 

a. Describe the principles of planning and control systems used in the 
management of food and beverage operations 

b. Apply appropriate principles of planning and control to specific situations in 
food and beverage operations 

c. Utilize standard techniques to monitor food and beverage operations 
d. Analyze food and beverage operations and utilize the information obtained to 

develop effective operational strategies. 
e. Demonstrate techniques of effectively communicating with employees 
f. Implement accepted industry policies and techniques to best manage the 

production of emplovees. 
9. Course Content: (outline of main topics and subtopics in gray box below) 

The Course Content and Scope: 
a. The food cost control cycle 
b. Menu planning and goal setting 
c. Monitoring operations and point of sales svstems 
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d. 	Purchasing policies and procedures 
e. 	 Specifications and product quality 
f. 	 Receiving and Storage 
g. 	Forecasting 
h. 	Production control 
i. 	 Pre costing 
j. 	 Payroll analysis and control 
k. 	 Food cost performance 
I. 	 Controlling beverage cost. 
m. 	Budgeting for food service operations 
n. 	Evaluation and decision makina in food service operations 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction may include, but are not limited to the following: 

A. 	Lectures on major considerations of resort food and beverage 
operations 

B. Assigned reading and review of supplemental materials provided by 
instructor on techniques and practices 

C. Research and Group presentations on specific topics in industry 
D~ Class discussions on practices and procedures 
E. Video 
F. 	 Guest Speakers from industry 

11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the following: 

a. 	Essay 
b. 	Computation 
c. 	Non-Computational Problem-solving 
d. 	Skill Demonstration 
e. 	 Multiple Choice 
f. 	 Other (Written assignments involving analysis, conclusion and strategic 


plannina to implement solutions 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assignments mav include but are not limited to the followina: 

a. 	Readings in the textbook and in recommended supplementary literature. 
b. 	Participation in class research projects involving the collection, compilation 

and interpretation of data, including the composition or written or oral 
reports thereon 

c. 	Keep a journal of observations from local restaurants and operations. 
d. 	Presentations on a management style and problem-opportunities from the 


class and student solutions to those opportunities. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 
Paul R. Dittmer 
(Author\ Paul R Dittmer 

Principles of Food, Beveraae and Cost Controls Cr") 
(Title) 
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..John Wilev & Sons Inc 0471397032 2002 
CPublisherl ISBN (Publication Datel 

(2) ReQuired: 

(Author} 

lTitlel 

CPublisherl ISBN <Publication Datel 

(3) ReQuired: 

(Author} 


(Title) 


(Publisher) ISBN (Publication Date) 


(1) Supplemental: 

CAuthorl 


(Title) 


(Publisher) ISBN (Publication Date) 


(2) Supplemental: 
,. 

(Author I 

(Title) 

(Publisher) ISBN (Publication Date) 

(3) Supplemental: 

(Author) 


(Title) 


(Publisher) ISBN (Publication Date) 


Other Reference Materials/Supplies 

BADM 122-new JUNE 05 (cr/AGTM 122) 

MR - Changed from AGTM to HORT CCA 11 /13/06 - Catalog inclusion date: 2007-08 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, Ca 92583 

Author: I RICK HALSEY 	 I Date: [ 3/1/05 

Discipline(s): l._1_._A_G_T_M____.__12_._B_A_D_M_______,_1_3_.---------1 

1. Course Title: I Menu Planning in Resort Management 
If this course is having a subject or number change, the course author must include after the Course Title 
(formerly {SubjHCourse Number} ie. Technol in the Classroom formerl COE 160 
2. Course Number: AGTM 123/BADM 123 

'--~~~~~~~~~~~~~~~~~~~~~~~ 

3. Miscellaneous: 
3a. Units/Hours 

Lecture 

Units/Hours

1 unlt-16-18 

2units - 32-36 

3units - 48-54 

4units - 64-72 

5 units - 80-90 


Lab Lecture
Units/Hours Total Units 	 Units Lab Units1unit - 48-54 


2units - 96-108 2.0 - 2.0 0.0
-	 +3units -144-162 
4units - 192-216 	 Lecture 
5 units - 240-270 Total Hours Hours Lab Hours 

32-36 32-36 0.0-	 +-
3b. Credit Type 

De t: AGTM Pro ram: Golf/Turf Mana ement 

x Transfer Credit (100 & higher) 
(click here for Transfer Form) x Degree Credit 

(70 & higher) 
Non-Degree 
Credit (69 & lower) 

3c. AA/AS Degree PatternLJ General Ed Breadth 

I~rea(s) l 
3d. Maximum Enrollment: 30 Enter number 

3e. Credit/No Credit ONLY No Yes or No (usually No) 

3f. Credit/No Credit ALLOW No Yes or No (usually Yes) 

3g. Can be taken 	 111 time(s) for credit(maximum 4):
L:.J (If more than 1, justify with one of the following)D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website} 1307.10 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
This course studies the basic principles of menu making for a variety of types of 
food service operations within the golf industry, considering the factors of 
clientele, types of operations, economic requirements, nutritional adequacy, skill 
of ersonnet and e ui ment limitations. 
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Careful! If you select the entire box that the words are within, it won't give an accurate count. 

5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
orav box below}. 
This course provides a general overview of menu design, costs related to the 
menu, and its general applications with emphasis on resort operations. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within. it won't aive an accurate count. 

6. Need/Justification (in gray box below) 

The course is part of the expanded offerings in the Golf Course/Turf Management 
Certificate to focus on golf resort operations, a growing industry in the region. 
7a. Prerequisite(s) (in gray box below): 
Prerequisites go through a separate aooroval process. See Forms E1-E4 for details. 

None. 
7b. Corequisite(s) (in gray box below): 
Corequisites i:io through a separate approval process. See Forms E1-E4 for details. 

None. 
7c. Recommended Preparation (in gray box below): 
Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 
details. 
None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
UPOn the completion of the course the student will be able to do the following: 
Upon completion of this course, students will be able to: 

a. Articulate the Importance of the menu document as a production tool and 
financial guide for food service operations~ 

b. Identify and describe the relationships between the menu and the functions of 
a food service operation. 

c. Identify and describe the strategies of planning and design by producing a 
workable menu for a variety of food service operations to include: 

1. A breakfast menu 
2. A lunch menu 
3. A dinner menu 
4. A brunch menu 
5. A snack bar menu 
6. Various banquet style menus. 

9. Course Content: (outline of main topics and subtopics in gray box below) 

a. The menu as a document 
1. Use as a planning tool 
2. Cover and cover design 
3. Sequence of menu items 
4. Menu copy 
5. Graphics, material, and type selection 

b. The Menu as a Sales Tool 
1. Common menu mistakes 
2. Creating atmosphere on a menu 
3. Specials 
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4. 	 Pricing strategies 
5. Takeouts 

c. 	Specialty Menus 
1._Merchandising low calorie items 
2. The use of foreign language on menus 
3. 	 Wines and spirits 
4. Desserts 

d. Menu items and Descriptions 
1. Item categories 
2. 	 Preparation types and styles 
3. 	 Breakfast menus 
4. 	 Room service menus 
5. Special occasion menus 

e. 	 Inflation and the Menu 
1. Flexibility in menus 
2. Pricing and printing strategies 
3. 	 Combinin menu items for full service and t 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction ma include but are not limited to the followin : 
a. 	 Lecture and readings from text on menu planning and documentation 
b. Guided demonstration by instructor 
c. 	Group projects on developing menus and group presentations 
d. Class discussion 
e. 	 Skill demonstrations by students 
f. 	 Guest S eakers 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the followin : 
a. 	 Essay on collection and interpretation of data related to menu plans and 

merchandising 
b. Computation related to menu pricing strategies 
c. 	Non-computation Problem-solving 
d. Skill Demonstration 
e. 	 Multiple Choice 
f. 	 Journal related to review and anal sis of various es of menus 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assi nments ma include but are not limited to the followin : 

a. 	Readings in the textbook and in recommended supplementary literature. 
b. Participation in lectures by instructor and occasional guest speaker, 

including the taking of detailed notes thereon. 
c. 	Collection of menus from various operations to compare and analysis. 
d. Presentations of reports by students, in panel or individually. 
e. 	 A research project involving the collection and interpretation of data 

including the composition of written or oral reports thereon. 
f. 	 Examinations of various es. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 
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(1) Required: 
Hug. Richard J. &~Warfel. MC. 
(Author) 

Menu Plannina & Merchandising 
(Title) 

Mccutchan Publishing Corp. 0821107348 
(Publisher\ ISBN 

(2) Required: 

(Author) 

(Title) 

(Publisher) ISBN 

(3) Required: 

(Author) 

CTltlel 

(Publlsherl ISBN 

(1) Supplemental: 

(Author) 

(Title) 

(Publlsherl ISBN 

(2) Supplemental: 

(Author) 

<Title) 

(Publisher) ISBN 

(3) Supplemental: 

(Author) 

(Title) 

(Publisher) ISBN 

Other Reference Materials/Supplies 

(Publication Date) 

(Publication Date) 

(Publication Date) 

(Publication Date) 

(Publication Date) 

(Publication Date) 

1997 

Transfer and Articulation to fill out the following: 
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MSJC 
Board of 
Trustees 

Approval Date 

New I 
Revised I 

CSU 
Subml 

t 
Date 

CSU 
Approve 

Date 

c CSU 
s GE Breadth 
u 
G 
E 

B 
r 
e 
a 
d 
t 
h 
s Approve 
u 
b 
IT 

i 
t 
A Date Area 
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UC 
Submit 
Date 

Oat 
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UC 
Approve 

Date 

MSJC IGETC IGETC 

Board of 
Trustees 

Aooroval Date 

Submit Ap::irove 
Area Oat 

e 
Are 
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Date 

New I 
Revise Id 
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Submit AoJrove 

No. No.Oat Date 
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Submitted by: ~P_a_t_G_o_l_en_-_R_om_e_r_o~~~~~~~~~~IDate: 11/19/09d_ _
Subject Course 

<select from this 
Ii . Num_ber JUie 


Business 

Education 


Course Number: 	 a) 001 -069 Non-Degree credit , b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 

disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form ). 


Business BADM 124 Introduction to Lodging 
Operations 

Tltle: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerty 
{Subj}{Course Number}) i. e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units
Lecture YQ 
Units/Hours Units/Hours 1.0 0.0 - 1.0+ 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units-64-72 4 units-192-216 16-18 + 0.0 -- 16-18 
5 units - 80-90 5 units- 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from~

Pass/No Pass YES 

1307.20 

Yes or No Maximum 	 ~0 Enter number (usually Yes) EnroIImen:t ALLOW 

Pass/No Pass NO Yes or No TOP code 
 Iclick here for TOP 

ONLY (usually No) (choose only 1 ) 
 code website) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~Can 
1 (If more than 1, justify with one of the following ) be '-----+--=Becac..;;u"'"s""'ethe course content di ffers each time It is offered ...~

... M!.SJ. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... §.llii the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

(8)Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable cred# course and/or a degree applicable credff course which is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 

Please onl describe the course . 75 words or less in ra box below . 


This course rovides students with an understandin of the interde endent nature of 
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the major operational departments within a hoteUresort operation: rooms division, 
food & beverage, sales & marketing, convention services, housekeeping & general 
administrative. Analyzes the interrelationship between these departments & 
communication processes necessary to provide quality guest services and customer 
satisfaction. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

Introduction to the key hotel and resort operational departments and communication 
rocesses necessa to rovide uali uest services and customer satisfaction. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The course is part of the (proposed) Event Operations Management concentration. It 
provides explanation of resort operations in the tourism industry which provides an 
increasin number of career o ortunities in the r ion. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Preparation goes through a separate approval process. See Forms E1-E4 for details. 

I None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the following: 

1. Describe the key departments of hotel/resort operations. 
2. State the functions and responsibilities of the food & beverage department. 
3. Describe the effects of a global economy on the hoteU tourism industry. 
4. Describe the main function of the departments within the Rooms division. 
5. Discuss the concepts of: revenue management, occupancy, ADR and RevPar. 
6. Outline the responsibilities, and discuss interdependent relationships between 

convention services, catering and sales departments. 
7. Identify the key responsibilities & operational structure of the housekeeping 

department. 
8. Discuss the interrelationship between these departments & communication 

processes necessary to provide quality guest services and customer 
satisfaction. 

Course Content: (please number the outline of main topics and subtopics) 

1) The Hospitality Industry 
a. Characteristics of the industry 

2) Hotel /Resort Development & Ownership 
a. Franchising /Management contracts/Independent 
b. Types of hotel classifications 

3) OrganizationaU operational structure of key departments 
a. Food & Beverage Operations 
b. Rooms Division 
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c. 	Sales & Marketing 
d. Convention Services/Catering 
e. 	Housekeeping/ Guest Services 
f. Division of front of house/ back of house (support) departments 

4) Department inter-communteilltdli procedures · 
b. ·operations, Records maintenance 
c. 	Service delivery methods philosophies 
d. Service Recovery strategies 
a. 	Best Practices 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

1. Lectures will cover major theories and application ofdepartment operations 
within a resort for accommodation of individual guests and group events. 

2. Text assignments and reading materials will reinforce lecture topics. 
3. Classroom assignments will include industry specific case studies, which 

will reinforce concepts presented by text and instructor. 
4. Group and individual research projects on topics on global economy on the 

hotel/tourism industry using library materials. 
5. Small group discussions on the concepts related to revenue management and 

occupancy in relation to lodging operations. 
6. Presentations from guest speakers representing the industry on topics related 

to the hotel/resort operations 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. Methods of evaluation may include but are not limited to the followino: 

1. Assign essay or term paper based on unit assignment in Hotel Operations. 
2. Quizzes I unit exams to assess student's knowledge on the key components 

and major course concept related to the application of lodging operations. 
3. Utilize problem solving exercises to show student understanding of 

terminology, knowledge of the interrelationship between convention services 
and sales departments. 

4. Students will be evaluated on a research project related to the topics 
surrounding global economy inn the hotel/tourism industry. 

5. Students will be evaluated on class participation and discussion on course 
content concepts. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi ments are r uired. These assi nments ma include but are not limited to the followi 

1. Reading assignments from the text and supplemental material on Hotel 
Operations. 

2. Writing, Problem Solving or performance assignments for example: 
a. 	Write a one-page essay explaining the operations and organizational 

structure of the rooms dMsion of a resort. 
b. Write a two-page essay explaining the responsibilities of both the resort 

Sales, and the Convention Services departments; in servicing groups and 
individual customers. 

3. Term paper which researches daily operations of these departments at a 
selected lod in o eration to include develo ed interview uestions for ke 
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department heads in at least two operational areas. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
John R. Walker 
Author 

IWiley I0-1s-11s11012-2 1200s 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

JAN 10 
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Submitted by: ~D_o_n_n_a_H_o_lts_________~I Date: February 4, 2010 
Course 
Num_ber 

Business 

English 

BUS 104 Business Communications 

ENGL ENGL 104 Business Communications 

I 

History  M HIST HIST 151 History and Apprec1at1on of Dance 
Dance  M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn ). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (fonnerty 
{Subj}{Course Number}) i.e. Technoloay in the Classroom (formerly COE 1601. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 3 	 0 3+ 	 I~1 unlt-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units -192-216 48-54 + 0 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~. 

Maximum Pass/No Pass Yes 

0501.00 

Yes or NoEnter number 
(usually Yes) Enrollment: ALLOW 

Pass/No Pass Yes or No 	 TOP code (click here for TOP 
(usually No) code website) ONLY (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~.Can 
1 (If more than 1, justify with one of the following) be ~--+-Bec_a_u_s~ethe course content differs each time it is offered ... 

... M1SJ the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
1------1 	enhanced by supervised repetition and practice within class periods 

... M1St the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments is the basic means by which learning objectives are 

.___ ___, 	 obtained. 

taken 

0 Stand Alone Course Check box if Stand Alone course. 

A Stand Alone course is a Non-<Jegree applicable credit course and/or a degree applicable credit course which is no! part of an approved educational program. 


Catalog Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course is a study of the principles, strategies, and techniques of written and 
oral business communication. The em hasis is laced on anal zin roblems and 
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implementing solutions involving appropriate methods of business communication, 
i.e. letters, memos, proposals, reports, and resumes. The course also includes a 
study of oral communication techniques for meetings, conferences, business 
presentations, and interviews. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

Study of the principles, strategies, and techniques of written and oral business 
communication. Methods learned include business letters, memos, reports, 
resumes, and oral business presentations 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course can be used to meet the communication and analytical thinking (02) 
requirements for the MSJC AS/AA degree pattern (Option A) and as business 
elective credit transferable to the CS/UC systems. This course articulates to some 
colleges, such as Cal State San Diego and Cal State San Marcos, to a specific 
business communications course requiremenL This course is a requirement for the 
MSJC Office Administration major and several employment concentration 
certificates; it is also an elective in the Business Administration major and several 
certificate programs in Business Administration 
Prerequisite( s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Car uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration 

ENGL 098 OTEC 144 or 

Other Enrollment Criteria: 


f None. 

1. 	 Examine barriers to successful communication-in particular, ineffective 
analyses of audience and purpose-and evaluate techniques to overcome 
them.. 

2. 	 Compare those elements of writing style that are both helpful and harmful in 
achieving written business communication goals, and create documents that 
effectively employ those elements that are helpful-such as clear, concise, 
coherent, and courteous language-while avoiding those elements that are 
harmful-such as slang, or trite or outdated language. 

3. 	 Deduce appropriate tone in written business communication. 

4. 	 Analyze, organize, document, interpret, and illustrate qualitative and 
uantitative data in business re ort re aration. 
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5. Compose and format complex analytical business letters and memoranda. 

6. Compose and format complex analytical business reports and proposals. 

7. Compose and format resumes, cover letters, and follow-up letters. 

8. 	 Compare and contrast those principles of written communication-audience, 
purpose, emphasis, tone, and style-that also apply to oral communication. 

9. 	 Evaluate alternative behaviors to determine ethical outcomes in situations 
involving business communications. 

1O. Analyze live or video business presentations for effective oral communication 
skills. 

11. Plan and create a simulated group business project (e.g. creating an 
employee handbook, a company brochure, a marketing proposal, a yardstick 
report, etc.), including group decision making in the planning, creation, and 
presentation of the project. 

Course Content: (please number the outline of main topics and subtopics) 

1. Communication Foundations 
a. 	Understanding the process of communication 
b. Examining business communication ethics 
c. 	Developing team, listening, and etiquette skills 
d. Planning and participating in business meetings 
e. 	Using technology to facilitate collaboration 
f. 	 Improving communication in intercultural environments 

2. The Writing Process 
a. 	Analyzing and adapting to the purpose and audience 
b. Researching data, organizing content according to strategy, and 

composing draft 
c. 	Revising message for clarity and tone, proofreading for errors in 

mechanics, and evaluating final message 
3. Business Correspondence 

a. 	Applying the writing process to e-mail and memos 
b. Structuring and formaWng e-mail and memos 
c. 	Applying the writing process to business letters 
d. Structuring and formaWng business letters 
e. 	Understanding persuasion and how to use it effectively and ethically 
f. 	 Planning and composing effective sales and marketing messages 
g. Applying techniques for delivering bad news sensitively 

4. Reports, Proposals, and Presentations 
a. 	Understanding business report concepts 
b. Gathering primary and secondary sources of information 
c. 	Illustrating and documenting report data 
d. Writing formal and informal business reports and marketing proposals 
e. 	 Creating and presenting oral business presentations 
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5. Employment Communication 
a. 	Searching for jobs and creating customized resumes and cover letters 
b. Pre arin for "ob interviews and writin follow-u messa es 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

1. 	Lecture, discussion, and video presentation on barriers to communication. 
2. In-class writing practice and review of techniques for improving tone and style 

of business messages. 
3. In-class individual and group brainstorming practice, editing practice, and 

creation of marketing messages. 
4. Out-of-class writing practice and in-class analysis and review of business e

mail, memos, and letters. 
5. 	 Lecture and discussion of analytical business reports. 
6. Out-of-class viewing and/or in-class video of oral business presentations and 

analysis of speaker skill. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followin : 

1. 	Evaluation of a minimum of five assigned written business messages for tone, 
mechanics, content, style, and formal 

2. 	 Evaluation ofwritten exam in which student creates a business message 
incorporating appropriate strategy, tone, content and style, and which 
displays correct mechanics and formatting. 

3. Evaluation of occasional tests for student's knowledge of business report 
writing. 

4. 	Evaluation of oral presentation for appropriate planning, researching, 

or anizin com sin , and resentin • 


Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. Using specific background information, student wilt compose a business letter 
conveying negative news to the reader, demonstrating appropriate 
organization, tone, style, format, and mechanics. 

2. 	 Using a preapproved business objective, student will plan, research, organize, 
and compose a written business report that presents a viable solution to the 
business problem solved. 

3. In a group environment, student will present a persuasive oral argument for 
the business solution selected as a result of research during the creation of a 
business report. 

4. 	 Student will read an article from a business journal relating to the topic of 
ethics in business, write a summary of the article, and discuss their personal 

ers ective on the s ecific exam le of ethicaUunethical behavior addressed. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Mary Ellen Guffey Business Communication: Process & 

Produc Sixth Edition 
Author 	 Title 

ISouth-Western Cengage Leaming I0324542909 1200s 
Publisher 	 ISBN Publication Date 

Required (2): 
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Author Title 

Publisher ISBN Publication Date 

Required (3):
I · ... H .·•· f 

Author Title 

Publisher ISBN Publication Date 

ISu==lemental ~1 ): 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

ISup=lemental ~3): 

Author Title 

Publisher ISBN Publication Date 
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Submitted by: ._B_e_r_m_d_a_H_e_id_e_n_S_c_o_tt___________.I Date: j 8-27-09 

Discipline 
1.,.;..,., fr-....... !hi .. lh<' \ 

Department 
{ ~..., , fr""' tht .. 11..11 

Subject 
(select from this 

li~ll 

Course 
Number Title 

I OTEC 178 Office Procedures and 
Office Business Systems 
Technologies I

I 	 I I 

I 	 ~ 
I I 

II 

History- M HIST HIST 151 History and Apprecratron of Dance 

Dance - M 


DAN 	 DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit , b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i. e. Technology In the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern . please select one or more areas from~. 

Maximum Pass/No Pass ~es Yes or NoEnter number ALLOW 	 (usually Yes) Enrollment 
Pass/No Pass Yes or No 	 TOP code 051400 {chckhereforTOP

(usually No) 	 (choose only 1) code website) ONLY 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found bfilfil.
1 (If more than 1, Justify with one of the following) be Because the course content differs each time It Is offered ... 

~----~ ... ;mg the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1-----t 	enhanced by supervised repetition and practice within class periods 

, . , fm!i. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which /earning objectives are 
obtained. 

taken 

0 Stand Alone Course Check box if Stand Alone course. 

A Stand Alone course is a Non-degree applicable a-edit course and/or a degree applieable cr&dit course wnich is not pan of an approved educational program. 


Catalog Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course develo s administration rofessionals in effective office rocesses 
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including customer service, time, organizational, follow-up, and work life balance 
skills necessary for employment as a receptionist, clerk, administrative assistant, 
office manager, and executive assistant. Students enhance file management, 
business correspondence, and presentation skills through the use of current 
technologies. Soft skills will be incorporated in the curriculum as well as resume and 
interview techniques development. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability 
Please only describe the course). 125 words or less in qrav box below). 

Students develop effective office administrative processes and procedures through 
the use of technology as well as customer service, time management, organizational 
and human relations skills. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course is required in the Office Administration AS Degree, Certificate in 
Business- Clerical, and Certification in Business- Office Administration Technician. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se a rate a roval rocess. See Forms E 1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. Identify and assess the skills and knowledge needed for the twenty-first 
century office. 

2. Implement common office procedures such as file management, business 
correspondence, follow-up, and organization skills utilizing technology. 

3. Compare and contrast strategies for event planning and travel arrangements. 
4. Apply a business communication process in oral, written, and presentation 

communications. 
5. Identify and apply skills in telecommunications, messaging services, and 

etiquette. 
6. Relate and recognize the virtual workforce as it relates to the office 

professional. 
7. 	 Evaluate and prepare resumes and application letters for finding and 

advancing on a job. 
8. Evaluate and demonstrate appropriate businesses interview techniques. 
9. Analyze and develop leadership skills for effective interaction in the business 

office or help desk situations. 
Course Content: (please number the outline of main topics and subtopics) 

1. The Workplace 
a. 	Constantly Changing 

i. 	 organizational structures 
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ii. 	 multinational organizations 
iii. 	 strategies for coping with change 
iv. 	 administrative professional workplace requirements 

b. Workplace Teams 
i. team composition 
ii. 	 diversity in the workplace 
iii. 	 productive communication 

c. The Virtual Workforce 
i. telework and virtual assistants 
ii. 	 virtual workplace considerations 

2. Workforce Behaviors 
a. Professional Image 

i. characteristics of a professional 
ii. 	 understanding business etiquette 

b. Anger, Stress, and Time Management 
i. stress and its effects in the workplace 
ii. 	 the purpose and resolution of anger 
iii. 	 administrative professionals and time wasters 
iv. 	 techniques for managing stress, anger, and time 

c. Ethical Theories and Behaviors 
i. the importance of b~siness ethics 
ii. 	 characteristics of ethical organizations 
iii. 	 discrimination and its implications for the organization 

3. Communication Essentials 
a. Written Communications 

i. characteristics of effective correspondence 
ii. 	 planning and writing guidelines 
iii. 	collaborative writing 

b. Verbal Communication and Presentations 
i. verbal and nonverbal communications 
ii. 	 presentation planning and guidelines 

c. Customer Service 
i. importance and commitment to customer service 
ii. web customer service 
iii. 	 inappropriate customer behavior 

4. Technology Basics and Electronic Records 
a. Technology Update 

i. computer hardware and software 
ii. technology issues 

b. Workplace Mail and Office Machines 
i. Private Mail Services 
ii. 	 Email and mail handling responsibilities 
iii. 	 Fax and copy machine tasks 
iv. 	 Shredding and recycling 

c. Managing Paper and Electronic Records 
i. the importance of record management 
ii. 	 alphabetic indexing and cross-referencing rules 
iii. 	 managing electronic records with retention, transfer, and 

disposal 
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5. Meetings and Travel 
a. 	Event Planning 

i. 	 effective meetings 
ii. 	 meeting roles and responsibilities 
iii. conference and conventions 

b. Travel Arrangements 
i. 	 domestic and international travel 
ii. 	 organizational travel procedures 

6. 	 Career Advancement 
a. 	 Job Search and Advancement 

i. 	 understanding individual skills, interests, and abilities 
ii. 	job search plan 
iii. resume, cover letter, and letter of application 
iv. interview strategies 
v. 	 evaluate a job offer 
vi. develop job advancement strategies 

b. 	leadership and Management 
i. 	 leadership traits and characteristics 
ii. 	 functions of management 
iii. administrative professional responsibilities 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followino: 

1. 	lecture and interactive discussion of current concepts and office trends using 
appropriate visual materials (overhead projection and/or multimedia). 

2. Facilitated group discussions on contemporary issues in the office, help desk, 
and customer service environments. 

3. Instructional videos, PowerPoint presentations, on-line resources and 
multimedia will be utilized to illustrate and examine common situations faced 
by employees in the office environment 

4. Group/individual presentations on contemporary business/office issues such 
as stress, time management, ethics, sexual harassment, diversity in the 
workplace, and the multinational business with the use of Microsoft 
PowerPoint · 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinQ: 

1. Written analysis of an office process or procedure using one of the following: 
meetings and travel, records management, customer service, or workforce 
behavior. 

2. Midterm/Final exam: Objective questions on fundamental concepts and essay 
questions demonstrating analysis and application of office procedures and 
processes. 

3. Class group/or individual presentation on an office position (virtual assistant, 
customer service assistant, office manager, administrative assistant, or 
executive assistant) examining the daily work environment and skills needed 
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to exceed employer expectations. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
ReadinQ and writinQ, as well as out of class assiQnments are reouired. These assiQnments may include but are not limited to the followinq: 

1. 	Each student will choose a current job opportunity from the internet or 
newspaper, develop a personal resume, and write a letter of application for 
this position. 

2. 	Each student will make a 5-minute oral presentation on a current business 
topic (approved by instructor). They will be evaluated on quality of research of 
their subject, development of an appropriate opening, a strong closing, eye 
contact, dress, and appropriate body language for their presentation. 

3. 	Students will format a variety of documents-a-mail, memorandums, and 
letters-to demonstrate their general office skills. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Fulton-Calkins & Stulz Procedures &Theory for Administrative 

Professionals 
Author Title 

South-Western/Thompson 0-538-73052-8 2009 
Learnin 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 tSBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Su lemental 1 
IAAP Web site 	 h ://www.iaa 
Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

REVJANlO 

REV 7/09 



Mt. San Jacinto College 

Page6of6 Integrated Course OutJlne of Record FormB 


REV 7/09 




Integrated Course Outline of Record - Business Administration (Project Management Concentration) 



Mt. San Jacinto College 

Page 1of4 Integrated Course Outline of Record FormB 


Submitted by: '-N_a_n_c_._y_A_._J_o_hn_s_o_n...._,_Es_q....__.___________.I Date: I 9/27/2007 

Management-M 

Subject Course 
~Mmb_er 

MGT MGT 103 Introduction to Management 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

!!1!.i: 	 If this course is having a subject or number change, the course author must include after the Course Title (former1y 
{Subj}{Course Number}) i.e. Technology In the Classroom (formerly COE 16Ql. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units 
~ Y!2 
!Jni!!lHoy[l! Units/HOU!:l! 3 0 3+ 	 -1 unit-16-18 1 unit- 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 unlts-64-72 4 units-192-216 48-54 	 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course Is appropriately placed on the General Ed pattern. please select one or more areas from t!1i.s.Jru. 

Maximum Credit/No Yes or NoEnter number 
(usually Yes) 

Credit/No
Enrollment: Credit ALLOW 

Yes or No 	 TOP code (click hem for TOP 
(usually No) code website) CreditONLY (choose only 1 ) 

Can time(s) for credit(max 4) (More detailed information on course repeatability can be found~-
1 (If more than 1. justify with one of the following)be Because the course content differs each time It Is offered .. . 

~--+----~ 

.. IJ1Sl the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
>--------< 	enhanced by supervised repetition and practice within class periods 

... !IDS/. the student who repeats ii is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is rhe basic means by which /earning objectives are 

taken 

~-~ 	obtained. 

lobal business environment. Thus 
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modem business managers need to be aware of a wide variety of domestic and global 
issues. This course will introduce students to the task of managing, the history of 
management, the role of planning, organizing, leading and controlling on both a domestic 
and global level. Students will review the role of infonnation systems, management theories, 
and examine current issues in management. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course is an introduction to the task of managing a diversity of employees, infonnation, 
and materials in a lobal environment. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course is a core course option for students pursuing a Management/Supervision 
or Business Administration ma or 

roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followinq: 

1. 	 Discuss the history of management, organizational environments and culture that 
affect management decisions. 

2. 	 Discuss the issues of ethics, social responsibility and globalization. 
3. 	 Develop the basic skills required for planning and decision making, organizational 

strategy development, and handling innovation and change in a global market. 
4. 	 Practice organizational skills through team management, development of human 

resource systems and role playing managing individuals in a diverse work force. 
5. 	 Develop a project that incorporates planning and organizing with leading and 

controlling to demonstrate measurable management skills. 
6. 	 Research the use of information and information systems in the business management 

context. 
7. 	 Review management of services and manufacturing operations. 

Course Content: (please number the outline of main topics and subtopics) 

I. Introduction to Management 
a. 	 History of management 
b. 	Domestic and global organizational environments and cultures 
c. 	 Business ethics and social responsibility 

II. 	 Planning 
a. The· role of planning and decision making in management 
b. Organizational strategies for maintain and advancing market share 
c. Encouraginginnovation and managing change 
d. 	Managing in a global environment 
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Ill. Leading 
a. 	 Motivating others 
b. 	 Leadership and leadership traits 
c. 	 Managing communications 

IV. Organizing 
a. Utilizing and managing teams 
b. Designing adaptive organizations and organizational structures 
c. 	 Human resource rt1Qll9gement 

V. 	 Controlling 
a. 	 The source and nature of control 
b. 	 Using technology to manage information 
c. 	 Managing service and manufacturing operations 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followinq: 

1. 	 Lecture and discussion with presentations using visual materials (Powerpoint, on
line materials or multimedia) to introduce the fundamentals of management. 

2. 	 Role playing a variety of normal management situations and then evaluating the 
outcomes as a class. 

3. 	 Research a profitable business with a good reputation to determine what decisions 
management has made to develop the business. 

4. 	 Assigned on-line research activities, interactive games, movies, pre-tests and 
slides to augment classroom lecture. 

5. 	 Analysis and presentation of management issues currently in the news and why 
they are newsworthy. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation mav include but are not limited to the followinq: 

1. Quizzes on course related concepts. 
2. Written analysis of case studies on current management topics. 
3. Team activity evaluation by other team members and instructor. 
4. 	 Midterm/Final exam: Objective questions on fundamental concepts and essay 

questions that show analysis and application of basic business knowledge. 
5. 	 Research paper examining management techniques and strategies of successful 

businesses. 
6. On-line interactive pre-tests and activities. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	 Team activities: The class will be divided into several teams with a similar problem 
to solve. Each team member must contribute to the discussion and will be evaluated 
on the basis of quality of input, participation, ability to work with others, and team 
presentation to the class. 

2. 	 Individual Presentation/Paper: Prepare a presentation or paper on a designated 
domestic or global management topic. Discuss the substance of the topic or article 
and its significance to the current business environment and possible future domestic 
and global ramifications. 

3. 	 Multi-media presentation: Study a famous manager and prepare a short movie, 
Powerpoint presentation or combined media presentation explaining why the manager 
is noteworth and what can be learned from his/her mana ement techni ues. 
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Textbook (s): The required college-1eve1 textbooks may inctude. but are not limited to t11e tallowing: 

Re uired 1 : 

Thomson 0-324-31679-8 2007 or most recent 
or 0-324-31659-3 edition 

PubIIsher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

MGT 103 rev JAN 08 
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Submitted by: ._c_a_r_e_n_H_e_n_ne_s_s""""y________________. Date: Ia/26/10 

Business 

Computer CIS 
Informal on 
Systems 

~-
~ 

Subject 
(select from this 

Ii 

CAPP 

' CAPP 

I 

--1 

Course 
Number 
135 

135 

Using Microsoft Project 
(formerly CAPP 1350 Using 
Microsoft Project 2007} 

Using Microsoft Project 
(formerly CAPP 1350 Using 
Microsoft Project 2007) 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerty 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture !J!Q 
Units/Hours Units/Hours 3 3+ -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units -144-162 
4 units - 64-72 4 units-192-216 48-54 + -- 48-54 
5 units - 80-90 5 units - 240-270 

Maximum TOP code {gli>:k here for TQP

8U Enter number 0514.00
Enrollment: (choose only 1 ) code websit~l 

Pass/No Pass Yes or No 
0 (usually No) ONLY 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found here). Can 
1 (If more than 1, justify with one of the following)be ~-_.,.._Bec~a~u_s.....,ethe course content differs each time it is offered ... 

D ... iHHJ. the student who repeats it is gaining an expanded educational experience because skills and proficiencies aretaken 
enhanced by supervised repetition and practice within class periods 
... iHHJ. the student who repeats it is gaining an expanded educational experience because active participatory

D experience in lndivfduai study or group assignments is the basic means by which learning objectives are 
obtained. 

Ostand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a non4-gree applicable credit course or a degree applicable credit course which Is not part ofa degree or state certificate and Is not 
approved In one of the GE areas. If a course Is onty approved In an employment concentration certificate, It Is considered Stand Atone. If course Is Stand 
Alone, indicate In Stand Alone field on Fonn A1. 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from l!:li:Uifil. In the box below, justify placement 
for each general education area indicated using the general education definitions and student learning outcomes found ~. 
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Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course introduces students to Microsoft Project as a project management tool. Within the framework of the 
project management life cycle, the following activities will be examined: integration and scope management, 
time, cost, and quality management, and communications and risk management. This course is designed for 
the student who needs a worki knowled e of o'ect mana ment tools and techni ues. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the 
entire box that the words are within, it 'NOn't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces students to Microsoft Project. It includes topics of project integration.scope, time, cost, 
uali mana ement, communications and risk mana ment. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the 'NOrds are within, it won't give an accurate count 

Need for the course: (For more information on demonstrating need, click here) 

This course introduces the student to one of the core subject areas in all Business environments, i.e. project 
mana ement. The student will ain insi ht into career o rtunities for ro'ect mana ement s cialists. 

Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E5 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None 

Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E5 for details. 

None 

Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E5 for details. 

None 
Other Enrollment Criteria: 
See Forms E1-E5 for details. 

None 
Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

1. Assess project management and the impact on business 
2. Analyze the project management life cycle. 
3. Design and discuss various project views, filters, forms and reports and analyze their use in the decision 
making process. 

4. Prepare a Work Breakdown Structure 
5. Construct and use GANNT charts and PERT charts for project planning and tracking. 
6. Examine and apply the different cost estimating techniques. 
7. Analyze various kinds of project documentation. 
8. Identify common sources of risk on projects and develop strategies for identifying and reducing them. 
9. Or nize Microsoft Pro'ect to su ort each of the ma·or hases of the ro·ect mana ement life c cle. 

Course Content: (please number the outline of main topics and subtopics) 

1) Introduction to project management 
a) The role of project management in Business 
b) Project management life cycle 
c) Project phases 
d) Project management process groups 

2) Microsoft Project Basics 
a) Establishing project start and end dates 
b) Review the project panes, toolbars and screen structure. 
c) Review the function of a GANTI and PERT chart 

3) Project Tasks 
a) Creating general tasks 
b) Establishina Task durations 
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c} Milestones 
d) Summary and subordinate tasks 
e) Linking tasks 

Finish-to-Start 
ii Start-to- Start 

iii Finish-to-Finish 
iv Start-to-Finish 

f) Establishing lag & lead 
g) Identifying the critical path 
h) Splitting tasks 
i) Recurring tasks 
j) Review and access the Task Information window 

4) Project Resources 
a) Adding resources 
b) Identifying resource fields 
c) Editing resources 
d) Assigning resources to tasks 
e) Identifying and managing overallocated resources 

5) Calendars 
a) Relationship between calendars and the project. 
b) Creating project calendars. 
c) Creating task calendars. 
d) Creating resource calendars. 
e) Editing and printing calendars. 

6) Costs 
a) Identifying resource and task costs 
b) Adding and editing cost information 
c) Viewing and analyzing cost information 
d) Identify ways to reduce a projects costs. 

7) Project communications management 
a) Background 
b) Communications planning 
c) Sharing project components with stakeholders. 
d) Consolidating and linking projects 
e) Identify project documentation options - PDF, GANNT, PERT and Calendars 

8) Executing a project 
a) Establishing a baseline 
b) Identifying variances 
c) Completing tasks 
d) Managing resources 
e) Analyze risk management concepts 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followino: 

1. Lecture on project management life cycle and the core and facilitating functions of project management. 
2.lnstructor-led guided practice of Microsoft Project's functions. 
3. Case study analysis of actual projects to identify the positive and negative aspects of a particular project. 
4. Student projects that utilize Microsoft Project as a management tool. 

Methods of Evaluation: A studenfs grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followin : 

1. Homework assignments that demonstrate mastery of using the Microsoft Project software. 

2. Exams will be used to measure competencies in problem solving and analysis of correct procedures and 
techni ues. Questions will test for content understandin of terminolo and knowled e of sub'ect matter. 

REV 7/10 
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Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readln and Wfiti • as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Identify a project that needs to be completed, prepare a 200 word description of the project and the desired 
outcome. Use Microsoft Project to document the project. The project requirements are: at least 20 tasks, has 

logical task linking, utilizes resources to complete tasks, identifies resource and task calendars and produces a 

GANNT. Students will present their project to the class, explain the project's purpose and organization, then 

answer questions from classmates. The project will be assessed on if it contains the required components and 

and the re rt and resentation clear! ex lains the ro'ect's sco and outcome. 


Textbook (s): The required college-level textbooks may include, but are not limited to the following: 


Re uired 1 : 

John Wile &Sons 
Author 

I Wiley&Sons 
Publisher 

I 
Required (2): 

Author 

Microsoft Office Pro·ect 2007 
Title 

I 918-0-410-oe9s3-0 l 1/1/2008 
ISBN Publication Date 

Title 

Publisher 

I 
Required (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (1 ): 

ISBN Publication Date 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

REV 7/10 
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Submitted by: 

Discigline 
l<:AIAcl fr~ !hi<: lj"t\ 

ICaren Hennessy 

Degartment 
I ""'""°t frnm thi" li«ti 

Subject 
<select from this 

li«tl 

Course 
Number 

IDate: J 10/14108 

Title 
133 Productivity Management Management I MGT i MGT 

I 
r--	 I,,,__ 
r fl 
I 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lab 

Units/Hours Units/Hours 3 0 3 
1 unit-16-18 1 unit-48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units -144-162 
4 units - 64-72 4 units - 192-216 48-54 + 0 -- 48-54. 
5 units - 80-90 5 units - 240-270 

~ 	

I + -

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~-

Maximum Pass/No Pass Yes or No 
Enter number (usually Yes) ALLOWEnrollment: 

Pass/No Pass Yes or No 	 TOP code (click hereforTOP 
(usually No) code website) ONLY (choose only 1) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~-Can 
1 (If more than 1, justify with one of the following) be ~--B~ec_a_u__s-'->ethe course content differs each time It Is offered ... 

... !Jilli. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
1------; 	enhanced by supervised repetition and practice whhln class periods 

... iY1JJ. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

~-~ 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course surveys and researches the role productivity plays in various business 
structures. Included is a study of internal and external factors contributing to 
productivity and the effects national and global elements have on productivity. 
Students will survey and research management theories, practices and methods. 
Through case study analysis students will apply techniques to analyze current 

roductivi and a I methods to sustain and im rove roductivi 
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To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

This course surveys and researches the role productivity plays in various business 
structures. Included is a study of productivity management theories, practices, and 
influences. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

This is an elective course in the Management/Supervision and Business 
Administration and Small Business 0 erations Certificates. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

I. Investigate overall productivity concepts such as, definition, misconceptions, 
roles and relationships. 

tt. Examine the internal and external factors effecting productivity. 
Ill. Compare and contrast productivity analysis methods. 
IV. Analyze management methods to promote productivity. 
V. Discuss and research productivity improvement methods. 
Vt Investigate the national and global factors that influence productivity 

VII. Consider new trends and conce ts in roductivi mana ement. 
Course Content: (please number the outline of main topics and subtopics) 

I. General concepts 
A. Definition 
B. Misconceptions 
C. Role productivity has in the organization 
D. Relationship with personnel and departments 

II. Factors Effecting productivity 
A. Internal Factors 

i. Products 
ii. Technology 

iii. Materials 
iv. People 
v. Organization 
vi. Management Styles 
vii. Work Processes 

B. External Factors 
i. Social adjustments 
ii. Economic Changes 
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C. Political Environment 
Ill. Productivity Analysis Methods 

A. Total Productivity 
B. Labour 
C. Enterprise 
D. Current trends 

IV. Promoting Productivity through Management 
A. Improvement Strategies 
B. Management Responsibilities 
C. Program Improvement Programs (PIP) 
D. Cost-Benefit 
E. Organizational Approaches 
F. Productivity Improvement Circles 
G. Performance Action Teams 

V. Productivity Improvement Methods 
A. Work Simplification 
B. Field Analysis 
C. Incentives 
D. Training 
E. Brainstorming 
F. Organizational Development 
G. New Trends and Methods 

VI. National and Global Influences 
A. Political 
B. Economic 
C. Environmental 

VII. Current Practices 
a. Trends 
b. Research 
c. Practices 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followina: 

1. 	 Lecture and discussion with presentations using visual materials 
(Powerpoint, on-line resources, or multimedia) to introduce fundamental 
concepts. 

2. 	 Use of in class discussions of cases studies provided in the textbook and/or 
through online resources that define productivity scenarios so the class 
can discuss productivity issues. 

3. 	 Student presentations of cases studies provided in the textbook or through 
online resources provide students an opportunity to share their research 
and explore classmate's input. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. Methods of evaluation mav include but are not limited to the followina: 

1. Written analysis of case studies based on content and communication ability. 
2. 	 Midterm/Final exam: Objective questions on fundamental concepts and essay 

questions demonstrating analysis and application of productivity management 
knowledge. 

3. 	 Evaluate student class presentations based on content, communication skills 
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and clarity. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writi , as well as out of dass assi nments are r uired. These assi nments ma indude but are not limited to the followin : 

Case Study Presentation- Students will be given a hypothetical situation in which 
productivity is declining. They will present to the class an analysis, explanation of 
the contributing factors, and a plan to increase productivity. The plan will require 
measureable oals timelines and outcomes. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Reauired l1 ); 
Joshua Seidman Executive Stamina: How to Optimize, 

Time, Entergy and Productivity to 
Achieve Peak Performance 

Author Tltie 

IWiley Io410222sos 1200s 
Publisher ISBN Publication Date 

Publisher 

I 
Required (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

! 
Supplemental (1 ): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (2): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher ISBN Publication Date 

MGT 133 rev FEB 09 
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Submitted by: ~C_a_r_e_n_H_e_n_n_e_s~sy.__~~~~~~~~~__,JDate: 1211412011 

Office 
Technologies 

Business-M 

BUS OTEC 

Course 
Numb~r 

160 Creating and Managing the 
Virtual Office 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit (please click here for the transfer form ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units - 64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 unlts-80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from ~. 

CreditJNoMaximum YES 

0514.40 

Yes or No Enter number (usually Yes) Credit ALLOWEnrollment: 
CreditJNo Yes or No 	 TOP code (click here fo r TOP 

(usually No) code webs ite)CreditONLY (choose only 1) 

time(s) for credit(max 4) (More detailed information on course repeatability can be found !:lfilfil.Can 
1 (tf more than 1. justify with one of the fol lowing ) be ~--+-Becau_s..,ethe course content differs each time It is offered ... 

.. . jJJQ the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1------i 	enhanced by supervised repetition and practice within class periods 

... i!llif. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual studY or group assignments Is the basic means by which /earning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl desaibe the course . 75 words or less in ra box below . 

This course introduces the conce t of workin examines current trends in 
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the virtual arena, and identifies companies promoting the virtual professional. 
Students explore topics related to creating, managing and working in a virtual office 
and investigate equipment requirements, as well as the managerial and personal 
skills needed to be a successful virtual professional. 

To count 'Mlrds, select only the 'M"Jrds within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it 'Mln't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course}. (25 words or less in gray box below). 

Students explore the virtual assistant environment Topics include equipment and 
workspace considerations as well as managerial and personal skills needed by a 
virtual professional. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more infonnation on demonstrating need, click~) 

The increased use of the Web and emerging technologies has provided individuals 
the opportunity to work outside the traditional office setting. This course introduces 
the concept of being a virtual worker and provides techniques to manage the virtual 
office 

roval rocess. See Fonns E1-E4 for details. 

None. 

roval rocess. See Fonns E1-E4 for details. 

Learning Objectives: (please number each objective and express in behavioral tenns) 
U on the com letion of the course the student will be able to do the followin : 

1. Define the concept of a virtual assistant. 
2. Explore current industry trends, evaluate employment options, and research 


future growth. 

3. Identify, analyze and develop the personal skills needed by a virtual professional. 
4. Discuss and research the specifics of creating a virtual office. 
5. Iden · the dail activities of a virtual rofessional. 
Course Content: (please number the outline of main topics and subtopics} 

A. Concept 
1. Define virtual assistant 
2. Explain the history 
3. Discuss the advantages and disadvantages of being a VA 
4. Discuss the advantages and disadvantages of hiring a VA 

B. Current industry practices 
1. Identify industries using virtual assistants 
2. Identify services a virtual assistant can offer 
3. Research current trends and practices in the industry 

C. Identify the basic skills needed by a virtual assistant 
1. Identify necessary computer skills 
2. Discuss soft skills to ics includin : or anization and filin time 
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management, customer service, networking, stress management, and 
motivation. 

3. Explore various support options including online forums, virtual assistant 
web sites, training opportunities 

D. 	Discuss creating a virtual office 
1. Discuss where to set up an office 
2. Jdentify office furniture and storage requirements 
3. Identify various communication requirements including, phone systems 

and services, faxes, computers, e-mail, online conferencing and current 
trends. 

4. Discuss issues involved in maintaining a virtual office. 
E. 	Discuss working in a virtual office 

1. Discuss techniques to separate work from personal life 
2. Identify desirable work habits. 
3. Create a disaster plan 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. Students will be directed to websites, biogs, podcasts or any contemporary 
internet tool to study current trends and relevant topics. Findings will be 
discussed in class. 

B. 	Lecture presentation and/or classroom discussion will be used to introduce and 
explore topics. 

C. Small groups will be formed to complete research and present findings to the 
class for discussion. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followin : 

A. Exams and quizzes designed to define terms that relate to the virtual assistant 
professional. 

B. Written reports will be prepared and used as a decision making tool. 

C. Oral presentations will be used to present research on topics such as current 
trends, indus standards and rowth. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as vvell as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

A. In order to help you decide what service provider to sign with, create a written 
report that compares and contrasts three online service providers; identify the 
services provided, cost, and any other pertinent information. Explain which 

rovider ou decided is the best and wh . 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Ennen, Poetker Virtual Assistant, The Series: Become a 

Hi hi Successful, Sou ht after VA 
Author Title 

Another 8 Hour Publishing 0-97 42790-2-1 2004 or most current 
edition 

Publisher ISBN Publication Date 
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Required (2): 

I 
Author Title 

Publisher 

I 
Required (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (1 ): 

Author 

ISBN 

Title 

Publication Date 

Publisher ISBN Publication Date 

Supplemental (2): 

I 
Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

I 
Author Title 

Publisher ISBN Publication Date 

OTEC 160 new JUNE 07 
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Submitted by: ~C_a_r_e_n_H_e_n_n_e_ss~y'--~~~~~~~~~__,JDate: 1211412011 

Course 

Num_ber Titl~ 


Business - M 


History - M HIST HIST 151 History and Appreciation of Dance 

Dance- M 


BUS OTEC 163 Operating and Marketing 
Ithe Virtual Office 

DAN 	 DAN 100 History and Appre<:1at1on of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technoloay in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 + 0 = 3 
1 unlt-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts - 144-162 
4 units-64-72 4 units-192-216 48-54 	 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from~-

Maximum Credit/No YES 

0514.40 

Yes or No Enter number 
(usually Yes) Enrollment: Credit ALLOW 

Credit/No Yes or No 	 TOP code (click here for TOP 
(usually No) code website)CreditONLY (choose only 1 ) 

Can time( s) for credit (max 4) (More detailed information on course repeatability can be found lwfil.
1 (If more than 1. justify with one of the following)be Because the course content differs each time It Is offered ... 

~--+---~ 

... MJs!. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
>-----< 	enhanced by supervised repetition and practice within class periods 

.. ;mst the student who repeats ii is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments Is the basic means by which teaming objectives are 

'"-----' 	obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This is an advanced level virtual office course. Students will design a business and 
marketin Ian discuss financial I al and ethical business ractices and 
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investigate virtual networking and interviewing. Much of the work done in this class 
will be com leted usin virtual tools. 

To count words. select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This advanced level virtual office course focuses on all areas of operating and 
marketin a virtual office. Students will work in a virtual environment. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This is the second level course focused on operating and marketing a virtual office. 
This is a re uired course in the Virtual Assistant Professional Certificate. 
Prerequisite(s): 
Prer uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

roval rocess. See Forms E 1-E4 for details. 

Other Enrollment Criteria: 
INone. 

None. 

Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

1. Develop a Business Plan 
2. Examine marketing approaches use by the virtual professional 
3. Identify and desig.-. paper-based marketing materials 
4. Identify and design virtual marketing materials 
5. Identify and develop interpersonal online skills 
6. Discuss le al issues faced b the virtual rofessional 
Course Content: (please number the outline of main topics and subtopics) 

A. Develop a Business Plan 
1. Define the use of ti business plan 
2. Develop a business plan 

B. Examine marketing approaches 
1. Relationship-based marketing 
2. Networking 
3. Referral-based marketing 
4. Niche identification and development 
5. Customer service driven 

C. Identify and design paper-based marketing materials 
1. Design company business cards 
2. Design letterheads 
3. Design a logo 
4. Discuss the use of a newsletter, brochure, and flyers 
5. Identify paper-base advertising opportunities 

D. Identify and design virtual marketing materials 
1. Discuss the role of and components necessary in a website 
2. Compare and contrast current websites to determine good and bad web 
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practices. 
3. Design a website 
4. Identify current online marketing tools 

i. 	 Podcasts 
ii. 	Biogs 
iii. Other current online marketing tools 

5. Identify virtual advertising opportunities 
E. Identify communication tools and develop communication skills 

1. Demonstrate professional e-mail techniques 
2. 	 Discuss and demonstrate professional phone etiquette 
3. Discuss proper file transfer protocol 
4. identify communication tools 

F. 	 Discuss legal issues faced by the virtual worker 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. Students will be directed to websites, biogs, podcasts or any contemporary 
internet tool to study current trends and relevant topics. Findings will be 
discussed in class. 

B. 	Lecture presentation and/or classroom discussion will be used to introduce and 
explore topics. 

C. 	Small groups will be formed to complete research and present findings to the 
class for discussion. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followin : 

A. Exams and quizzes designed to define terms that relate to the virtual assistant 
professional. 

B. Written reports will be prepared and used as a decision making tool. 

C. 	Oral presentations will be used to present research on topics such as current 
trends, indus standards and rowth. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Working in a small group, develop a disaster plan for your office. As a group, present 
an oral presentation to share your plan with the class. Identify any purchases that 
are necessa the disaster Ian rocedures and the recove Ian. 

Textbook (S): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Jamison, Michelle The Virtual Assistant's Guide to 

Marketin 
Author Title 

Word Association Publishers 1-932205-67-5 2003 or most current 
edition 

Publisher ISBN Publication Date 

Required (2): 
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Author Title 

Publisher 

I 
Required (3): 

Author 

ISBN 

Title 

Publicatlon Date 

Publisher 

I 
Supplemental (1): 

Author 

ISBN 

Title 

Publlcation Date 

Publisher 

I 
Supplemental (2): 

Author 

ISBN 

Title 

Publication Date 

Publisher ISBN Publication Date 

Supplemental (3): 

I 
Author Title 

Publisher ISBN Publication Date 

OTEC 163 new JUNE 07 
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Submitted by: ~D_o_n_n_a_H_o_l_ts________~I Date: February 4, 201 O 
Course 
Number Iit.le 

Subject 

Business BUS BUS 104 Business Communications 

English l ENGL ___----l ENGL 104 Business Communications 

History  M HIST HIST 151 History and Apprec1at1on of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom !formerly COE 16Ql. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units  32-36 

Lab 
Units/Hours 
1 unit - 48-54 
2 units  96-108 

Lecture Units 
3 I + 

Lecture Hours 

Lab Units 
0 

Lab Hours 
I~ 

Total Units 
3 

Total Hours 
3 units  48-54 3 unlts-144-162 
4 units  64-72 
5 units  80-90 

4 units -192-216 
5 units  240-270 

48-54 + 0 48-54 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from ~. 

Pass/No Pass Yes 

0501.00 

Yes or NoMaximum 	 ~O Enter number 
(usually Yes) EnroIIment-	 ALLOW 

Pass/No Pass No Yes or No 	 TOP code {click here for TOP 
ONLY (usually No) 	 (choose only 1) co<le website l 

time(S) for Credit (max 4) (More detailed information on course repeatabil ity can be found~·Can 
1 (If more than 1. justify with one of the following) be ~--+--B_ec_a_u~se"-.the course content differs each time It Is offered ... 

.. . ~the student who repeats it is gaining an expanded educational experience because skl//s and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... !J.!!l!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course. 

A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not patt of an approved educational program. 


Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course is a study of the principles, strategies, and techniques of written and 
oral business communication. The em hasis is laced on anal in roblems and 

REV 7/09 



Mt. San Jacinto College 

Page2of5 Integrated Course Outline of Record FormB 


implementing solutions involving appropriate methods of business communication, 
i.e. letters, memos, proposals, reports, and resumes. The course also includes a 
study of oral communication techniques for meetings, conferences, business 
presentations, and interviews. 

To count mrds, select only the mrds within the catalog description. then go to Tools, and to Word Count. Careful! If you 
select the entire box that the mrds are within, it mn't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course}. (25 words or less in grav box below). 

Study of the principles, strategies, and techniques of written and oral business 
communication. Methods learned include business letters, memos, reports, 
resumes, and oral business presentations 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it mn't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 
This course can be used to meet the communication and analytical thinking (02) 
requirements for the MSJC AS/AA degree pattern (Option A) and as business 
elective credit transferable to the CS/UC systems. This course articulates to some 
colleges, such as Cal State San Diego and Cal State San Marcos, to a specific 
business communications course requirement This course is a requirement for the 
MSJC Office Administration major and several employment concentration 
certificates; it is also an elective in the Business Administration major and several 
certificate programs in Business Administration 
Prerequisite( s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

Other Enrollment Criteria: 
INone. 

Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followin : 

1. 	 Examine barriers to successful communication-in particular, ineffective 
analyses of audience and purpose-and evaluate techniques to overcome 
them. 

2. 	 Compare those elements ofwriting style that are both helpful and harmful in 
achieving written business communication goals, and create documents that 
effectively employ those elements that are helpful-such as clear, concise, 
coherent, and courteous language-while avoiding those elements that are 
harmful-such as slang, or trite or outdated language. 

3. 	 Deduce appropriate tone in written business communication. 

4. 	 Analyze, organize, document, interpret, and illustrate qualitative and 

uantitative data in business re rt re aration. 
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5. Compose and format complex analytical business letters and memoranda. 

6. Compose and format complex analytical business reports and proposals. 

7. Compose and format resumes, cover letters, and follow-up letters. 

8. 	 Compare and contrast those principles of written communication-audience, 
purpose, emphasis, tone, and style-that also apply to oral communication. 

9. 	 Evaluate alternative behaviors to determine ethical outcomes in situations 
involving business communications. 

10. Analyze live or video business presentations for effective oral communication 
skills. 

11. Plan and create a simulated group business project (e.g. creating an 
employee handbook, a company brochure, a marketing proposal, a yardstick 
report, etc.), including group decision making in the planning, creation, and 
presentation of the project. 

Course Content: (please number the outline of main topics and subtopics) 

1. Communication Foundations 
a. 	Understanding the process of communication 
b. Examining business communication ethics 
c. 	Developing team, listening, and etiquette skills 
d. Planning and participating ih business meetings 
e. 	Using technology to facilitate collaboration 
f. 	 Improving communication in intercultural environments 

2. The Writing Process 
a. 	Analyzing and adapting to the purpose and audience 
b. Researching data, organizing content according to strategy, and 

composing draft 
c. 	Revising message for clarity and tone, proofreading for errors in 

mechanics, and evaluating final message 
3. Business Correspondence 

a. 	Applying the writing process to e-mail and memos 
b. Structuring and formatting e-mail and memos 
c. 	Applying the writing process to business letters 
d. 	Structuring and formatting business letters 
e. 	Understanding persuasion and how to use it effectively and ethically 
f. 	 Planning and composing effective sales and marketing messages 
g. Applying techniques for delivering bad news sensitively 

4. Reports, Proposals, and Presentations 
a. 	Understanding business report concepts 
b. Gathering primary and secondary sources of information 
c. 	Illustrating and documenting report data 
d. Writing formal and informal business reports and marketing proposals 
e. 	 Creating and presenting oral business presentations 

REV 7/09 




Mt. San Jacinto College 

Page4of5 Integrated Course Outline of Record FormB 


5. Employment Communication 
a. 	 Searching for jobs and creating customized resumes and cover letters 
b. Pre arin for ·ob interviews and writin follow-u messa es 

Methods of Instruction: (please number and be reflective of a variety of learning styles} 
Methods of instruction may indude, but are not limited to the followinq: 

1. Lecture, discussion, and video presentation on barriers to communication. 
2. 	 In-class writing practice and review of techniques for improving tone and style 

of business messages. 
3. In-class individual and group brainstorming practice, editing practice, and 

creation of marketing messages. 
4. Out-of-class writing practice and in-class analysis and review of business e

mail, memos, and letters. 
5. 	 Lecture and discussion of analytical business reports. 
6. Out-of-class viewing and/or in-class video of oral business presentations and 

analysis of speaker skill. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followin : 

1. 	Evaluation of a minimum of five assigned written business messages for tone, 
mechanics, content, style, and format. 

2. Evaluation of written exam in which student creates a business message 
incorporating appropriate strategy, tone, content and style, and which 
displays correct mechanics and formatting. 

3. Evaluation of occasional tests for student's knowledge of business report 
writing. 

4. Evaluation of oral presentation for appropriate planning, researching, 

or anizin , com sin , and resentin • 


Examples Of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. Using specific background information, student will compose a business letter 
conveying negative news to the reader, demonstrating appropriate 
organization, tone, style, format, and mechanics. 

2. 	 Using a preapproved business objective, student will plan, research, organize, 
and compose a written business report that presents a viable solution to the 
business problem solved. 

3. 	 In a group environment, student will present a persuasive oral argument for 
the business solution selected as a result of research during the creation of a 
business report. 

4. 	Student will read an article from a business journal relating to the topic of 
ethics in business, write a summary of the article, and discuss their personal 

ers ective on the s eciflc exam le of ethical/unethical behavior addressed. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Mary Ellen Guffey Business Communication: Process & 

Produ Sixth Edition 
Author Title 

ISouth-Western Cengage Leaming I0324542909 12008 
PubIIsher ISBN Publication Date 

Required (2): 
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Author Title 

Publisher ISBN Publication Date 

! 
Required (3): 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (3): 

Author Title 

Publlsher ISBN Publlcation Date 
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Submitted by: ~C_a_r_e_n_H_e_n_n_e_s_s~y~~~~~~~~~~~Date: 12116110 
Course 
NYmber IitJe 
098A Developing Effective Time 

Management Techniques 

History  M HIST HIST 151 History and Appreciation of Dance 
Dance  M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 1601. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture ~ 
Units/Hours Units/Hours .5 	 0 - .5+ 	 1 unlt-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units-64-72 4 units-192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~ 

Pass/No Pass YES 

050100 

Yes or No Maximum 	 ~5 Enter number (usually Yes) EnroIImen:t ALLOW 
Pass/No Pass NO Yes or No TOP code (click here for TOP 

ONLY (usually No) (choose only 1 ) code website) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~Can 
1 (If more than 1. justify with one of the following) be Because the course content differs each time it is offered ... 
~----~ ... iW5I. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

>-------< 	enhanced by supervised repetition and practice within class periods 
... iW5I. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

'-----~ 

OStand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable cred~ course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course provides students practical and contemporary ways to manage personal 
time b iden · oals and ob·ectives, rioritizin actions, tacklin time 
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management roadblocks and utilizing technology and adopting an approach to 
maximize roductivi and achieve oals. 

To count 'NOrds, select only the words within the catalog description. then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability 
Please only describe the course). (25 words or less in orav box below). 

This course provides practical ways to manage time by identifying goals and 
objectives, prioritizing actions, tackling roadblocks and exploring time management 
software. 
To count words, select only the words within the catalog descnptlon, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

One of the important skills business advisors identify for a successful business is to 
achieve objectives on schedule and within budget. This course provides ways to 
develop effective time management skills for managers, supervisors, and employees 
that will optimize individual and organizational performance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

1. 	Compare and contrast a proactive and a reactive approach to time management. 
2. 	Create personal objectives 
3. 	Generate personal and institutional goals 
4. 	Design a prioritized task list 
5. 	Anticipate the types of time management roadblocks. 
6. 	Identify and apply methods to handle time management roadblocks. 
7. 	 Formulate a Ian for schedulin time and turn in decisions into actions 
Course Content: (please number the outline of main topics and subtopics) 

1) 	Time management approaches 
a) Define a proactive approach 
b) Define a reactive approach 

2) 	Goals and Objectives 
a) Differentiate between goals and objectives 
b) Define SMART goals - those that are specific, measurable, attainable , 

realistic and timely. 
3) 	From a time management perspective, identify the importance of and roadblocks 

from: 
a) Delegating 
b) Creating and Prioritizing a To-Do List 
c) Scheduling and Using Time Wisely 
d) Procrastination 
e) Oraanization 
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f) 	 Managing stress 
g) Adapting to change 

4) Formulating a time-management plan by using: 
a) Goals 
b) Prioritized lists 
c) 	Technology 
d) 	Organization 
e) Leadership 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. 	Lecture presentation and discussion with supporting handouts and visual 
overhead materials introducing concept of time management, developing 
improvement plans, and strategies for implementing time management 
techniques. 

2. Small group application of content that includes self-analysis, analysis of case 
studies, and discussion of ersonal im rovement lans. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

1. Students will prepare a written analysis of time management topics and case 
scenarios. The analysis will be created in a word processor, be clear in content 
and free of spelling and grammatical errors. 

2. Students will write SMART goals. Each goal should contain content that is 
identified as specific, measurable, attainable, realistic and timely. 

3. Students will create resent and e lain their rioritized task list. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. Research a current time management article, then prepare a 50 word written 
summary of the article, present the research to the class and field any questions. 

2. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Leaning Objects will be provided through 
the MSJC CMS s stem. 
Author 	 Title 

Publisher 	 ISBN Publication Date 
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Submitted by: ~C_a_re_n_H_en_n_e_ss~y.__~~~~~~~~~__,!Date : ~13_/1_/_10~~--" 
Course 
Number 

BADM - M 

History - M 
Dance- M 

DAN 	 DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001 -069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learni ng 
disabilities, d} 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Business ---i 
I --1 

BADM 0988 Reducing Stress and 
Improving Performance 

l.--_I 
HIST 	 HIST 151 History and Appreciation or Dance 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours .5 0 .5+ 	 -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units -192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units- 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern . please select one or more areas from~. 

Pass/No Pass YES 

050100 

Yes or No Maximum 	 ~35 Enter number (usually Yes) EnroIImen:t ALLOW 
Pass/No Pass NO Yes or No TOP code <click here for TOP 

code website) ONLY (usually No) (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~·Can 
1 (If more lhan 1. justify with one of the following ) be '--- --+--"'B-"ec.:..;ao.;:;u.;;.se.;:.,the course content differs each time It Is offered . .. 

... !!l!!i. the student who repeats it is gaining an expanded educational expen·ence because skills and proficiencies are 

1-----; 	enhanced by supervised repetition and practice within class periods 

... iJ1!i. the student who repeats it is gaining an expanded educational experience because active participatory 

experience In Individual study or group assignments Is the basic means by which /earning objectives are 

~--~ 	obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-<fegree applicable credff course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course provides practical ways to reduce stress and improve performance by 
iden · in the causes and s m toms of stress, monitorin one•s res onse to 
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pressure, and implementing coping strategies. This course shows how to manage 
stress in one•s personal life as well as how to reorganize work practices and use 
techni ues for dealin with roblems and otential roblems in the work lace. 

To count words. select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course provides ways to reduce workplace and personal stress by identifying 
causes and s m toms of stress and im lementin co in strat ies. 
To count words, select only the words within the catalog description, then go to Tools. and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

An important asset to a successful business is a stress-free work environment. 
Business advisors identify the need for stress management training for their 
managers, supervisors, and employees as a way to optimize individual and 
organizational performance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification. contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

roval rocess. See Forms E 1-E4 for details. 

None. 
OthE!r Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

1. Define and recognize symptoms of workplace stress 
2. Analyze causes of stress 
3. 	Assess personal limits and establish personal boundaries 
4. 	 Devise strategies for taking positive action to manage stress 
5. 	 Formulate a plan for establishing healthy eating habits, exercise, and rest 
6. 	 Establish personal objectives for managing time, taking control at home and at 

work and balancin between work and la 
Course Content: (please number the outline of main topics and subtopics) 

1) 	Understanding Stress 
a) Define stress 
b) Positive aspects of stress 
c) Negative aspects of stress 
d) Define stress at work 
e) Define personal stress 

2) Measuring Stress 
a) Recognizing symptoms of being over-stressed 
b) Identify your stress level 
c) Analyzing the causes of stress 

3) Causes of stress 
a) Changing societies, organizations, practices 
b) Personal and workplace relationships 
c) Coping With Daily Life 
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d) Dealing With Stress At Work 
e) Attitudes 

4) Devising a strategy to take positive action to reduce stress that includes: 
a) Organization - reclaiming your desk 
b) 	Studying work patterns 
c) 	Managing time 
d) Communication techniques 
e) Gaining Inner Balance 
f) 	 Making Time To Relax 
g) Seeing Stress In Others 
h) Analyzing Personality 
i) 	 Developing Interests 

Methods of Instruction: (please number and be reflective of a variety of learning styles} 
Methods of instruction may include, but are not limited to the followinq: 

1. 	Lecture presentation and discussion with supporting handouts and visual 
overhead materials introducing concepts of identifying and understanding stress 
factors, management strategies, and developing improvement plans 

2. Small group application of content that includes self-analysis, analysis of case 
studies, and discussion of personal improvement plans. 

3. Guided practice in identifying personal stress factors, developing and 
implementing improvement plans, and assessing success in reducing stress. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

1. 	Students will prepare written analysis of stress management topics and case 
scenarios. The analysis will be created in a word processor, be clear in 
content and free of spelling and grammatical errors. 

2. Students will develop action plans to reduce and/or manage stress. For each 
provide the stress related problem, the objective of the action plan and a 
specific action plan. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	Write a stress management and reduction plan of at least 300 words that 
identifies your key stress factors, a plan for reducing or eliminating these factors. 
Include strategies and timelines for implementing the plan and how results will be 
measured. 

2. 	Write a three-paragraph summary of the stress management techniques you 
implemented during this course and appraise your success in reducing stress. 
Specifically address the highest stress factor you identified in the stress list you 
created at the beginning of the course, explain the strategies you used for 
reducin this stress, and evaluate our success. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Learning Objects will be provided 
throu h the MSJC CMS s stem. 
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Author Title 

Publisher ISBN Publication Date 

Required (2): 

I 
Author Title 

Publisher ISBN Publication Date 

Required (3): 

I 
Author Title 

Publisher ISBN Publication Date 

su:plemental (1 ):
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

I 
Author Title 

Publisher ISBN Publication Date 

ISu::lemental (3): 

Author Title 

Publisher ISBN Publication Date 
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Submitted by: ICaren Hennessy IDate: 2/20/10 
Subject CourseDiscigline DeQartment <select from this 


I select from this listl (<:Ail>r-t from this list) list\ Number Title 

098F i Developing CustomerBADM-M B_u_s_i_n_e_ss_____,! BADM,_i 

. 	 ! -----·-~-j Relations and RapportI ---·-----~ 
II 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture YR 
Units/Hours Units/Hours .5 0 .5+ 
1 unit-16-18 1 unit - 48-54 
2 units- 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units - 64-72 4 unlts-192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~ 

Pass/No Pass YES 

0501.00 

Yes or No Maximum ~ Enter number 5 (usually Yes) EnroIImen:t ALLOW 
Pass/No Pass NO Yes or No TOP code (click here for TOP 

code website)ONLY (usually No) 	 (choose only 1) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found bfilfil.
1 (If more than 1, justify with one of the following) 

'----+--8--'ec=a~u=s"'->ethe course content differs each time it Is offered ... 
... filH!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

1-----1 	enhanced by supervised repetition and practice within class periods 
... filH!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

~-~ 

D 	 Stand Alone Course Check box if Stand Alone course 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Descrigtion: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in qrav box below). 

This course provides guidelines for business students, business leaders, and anyone 
dealing with the public for enhancing their business and personal relationships. This 
course offers building blocks for developing a rapport with customers and clients, 
and resolvina problems and conflicts. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course}. (25 words or less in qray box below). 

This course provides guildelines for business students, leaders and anyone dealing 
with the public to develop a positive and productive rapport with customers and 
clients. 
To count 1NOrds, select only the 1NOrds within the catalog descnption, then go to T cols, and to Word Count. Careful! If you select the entire 
box that the 1NOrds are within, it 1NOn't give an accurate count. 

Need for the course: (For more information on demonstrating need, click tls!rn) 

One of the skills business advisors identify as most important to the success of their 
business but find is clearly lacking in employees is the ability to develop and 
maintain positive relationships with customers and clients. This course offers 
building blocks for developing a rapport with customers and clients, understanding 
why customers get upset, and how to resolve problems and conflicts. 

roval recess. See Forms E1-E4 for details. 

None. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followinq: 

1. Compare customer service versus customer relations. Identify and explain 
customer service principles and the overall importance of customer relations 
related to business success. 

2. Examine the necessity of employee orientation, training, accountability, and 
explain how positive attitudes of employees can directly affect relationships with 
customers and clients. 

3. Analyze the various types of communication theories and processes and how to 
apply these theories to make a positive impact upon customer relations. 

4. Investigate the importance of training and practice in the essentials of telephone 
skills, both live and through voice mail, and explain how this one area can literally 
make or break an organization. 

5. Analyze proven methods of dealing with customer complaints that turn potential 
problems into positive outcomes. 

Course Content: (please number the outline of main topics and subtopics) 

1) 	Customer Service v. Customer Relations 
a) Organizational Customer Relations Philosophies 
b) Customer Service and Honesty 
c) Employee Responsibilities in Customer Relations 
d) Employee Accountability and sense of Ownership 

2 	 Em lo ee Trainin 
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a) Impact on customers 
b) Employee orientations 
c) Training topics 
d) Influencing positive attitudes 

3) Communication Skills 
a) The communication Process and the Importance of Being Consistent 
b) Communication Channels and The Diffusion Process 
c) Importance of Effective Writing and Speaking 
d) Nonverbal Communication Cues 
e) Maximizing Feedback Channels 
f) Individual Communication, Committees/Board, and Focus Groups 
g) Suggestion Boxes and Surveys 
h) Incoming Mail, Electronic Mail and telephone VCalls 
i) Reporting and Using Results 

4) Handling Customer Complaints 
a) The Impact of Unknown Complaints 
b) Promoting Complaint Channels and Policies 
c) Accepting Complaints and Developing Solutions 
d) Delegating and Following Up 
e) Using Complaints as Research 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may indude, but are not limited to the following: 

1. Lecture presentation and discussion with supporting handouts and visual 
overhead materials introducing guidelines for developing customer relations 
by giving quality service, developing positive attitudes, communicating 
skillfully, and applying proven methods for handling customer complaints. 

2. Small group application of content that includes simulations of resolving 
complaints from unhappy customers, resolutions of case studies, and 
practice in developing telephone techniques for maintaining customer 
relations. 

3. Guided practice in developing a company plan for handling customer 
complaints in a timely manner, establishing a follow-up system, developing a 
training plan for employees, and rewarding employees who consistently 
provide excellent service. 

Methods of Evaluation: A student's grade shall be detennined by the instructor using multiple measures of perfonnance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

1. Students will prepare a written analysis of case studies. In the analysis 
provide a briefoverview identifying the problem, the solution and why or why 
you do not agree with the solution. The analysis will be created in a word 
processor, be clear in content and free ofspelling and grammatical errors. 

2. Research a company plan that sets forth procedures for accepting 
complaints, developing solutions, and following up. Present an oral 
presentation that explains to the class the initial problem, the solution and any 
follow-u rocedures be re ared to answer uestions. 

Examples of Assignments: Students v.oill be expected to understand and critique college level texts or the equivalent 
Readin and writi as well as out of dass assi nments are r uired. These assi nments ma include but are not limited to the follov.oin : 

the handout "Handlin Difficult Customers." Create a simulation of 
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· yourself as an angry customer; plan whatyou are unhappy about, what you 
will say, and how you will persist in challenging the patience of a company 
employee. At the next class meeting, be prepared to challenge a partner in 
the clas~with your simulated problem. 

2.. 	 Create a simple form for recording incoming phone calls from complaining 
customers. In the left column, give customer phone number, date, time, 
nature of the complaint, and best time to call back. In the right column, record 
when the customer was called back and by whom, how the customer's 
problem was resolved and any recommendations for follow-up or other 
pertinent information. 

3. 	Based upon your reading and research, develop a plan for your company that 
sets forth procedures for accepting complaints, developing solutions, and 
following up. Address plans for training employees in positive ways to handle 
difficult custom~rst.and how torecogllize ancl reward em~loyees who ·.·. .... ·· ..· 
conSistently provide excellent Service~ Write at least 500 words outlining your 
plan and be prepared to give an oral report on your plan to the other members 
of the clasa. · 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Leaming Objects will be provided 
throu h the MSJC CMS s tern. 
Author 	 Title 

Publisher 	 ISBN Publication Date 

IRe=uired ~2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required ~3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental ( 1 ~: 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

I 
Author 	 Title 

Publisher 	 ISBN Publication Date 

Sup:lemental (3): 

Author 	 Title 
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Submitted by: ,__C_a_r_e_n_H_e_n_n_e_ss_.y._______________,I Date: I 2125/1 O 
Subject CourseDiscigline Degartment (select from this 

1001~• fr"m thi« list\ loci~• frnm thi" list) li«t\ Number 	 Title 
BADM-M : Business BADM 098G Business Ethics 

Course Number: a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours .5 0 .5+ 	 -1 unit-16-18 1 unit- 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units-64-72 4 units - 192-216 8-9 + 0 -- 8-9 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~-

Maximum Pass/No Pass YES 

0506.00 

Yes or NoEnter number (usually Yes) Enrollment: ALLOW 
Pass/No Pass Yes or No 	 TOP code (click here for TOP 

(usually No) code website! ONLY (choose only 1) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1, justify with one of the following) be ~--+-B_ec_au_s~ethe course content differs each time it is offered ... 

... f!!11I. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
,___ ___, 	 enhanced by supervised repetition and practice within class periods 

... f!!11I. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments Is the basic means by which learning objectives are 

'-------' 	obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non~egree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course provides guidelines for identifying, analyzing, and systematically solving 
ethical dilemmas in a business setting. Students will be introduced to a variety of 
business scenarios for which they will learn how to identify the ethical issue and then 
s stematicall anal e the dilemma in order to reach an ethical solution. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please onl describe the course . 25 words or less in ra box below . 

This course provides guidelines for identifying, analyzing, and systematically solving 
ethical dilemmas in a business settin . 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are vvithin, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

Business advisors identify ethical conduct as an essential employee skill. This 
course offers employees a guideline for indentifying an ethical dilemma, 
understanding why unethical decisions are made and then how to solve dilemmas by 
using a systematic decision-making model. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o thro ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a roval rocess. See Forms E 1-E4 for details. 

Other Enrollment Criteria: 
I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followinq: 

1. Define business ethics. Identify and explain the ethical issues in today's business 
environment. 

2. 	 Identify the process of creating a formal code of conduct. 
3. Discuss the importance of making ethical decisions, and identify how these 

decisions impact individuals, corporations and society. 
4. Explore a variety of unethical activities and use methods to design ethical 

responses. 
5. 	 Construct ethical solutions by applying a systematic six-step decision making 

model. 
Course Content: (please number the outline of main topics and subtopics) 

1) 	Ethics 
a) Define Ethics 
b) Identify Areas of Ethical Concern 
c) Exam the Use and Formation of Formal Codes of Conduct 

2) Introduce the Six-Step Decision-Making Model for Ethical Behavior 
a) 	Background review 
b) 	Conflict description 
c) Outcome recognition 
d) 	Impact discovery 
e) Weigh impacts and outcomes 
f) Decide on action 

3) Apply the six-step model to analyze unethical dilemmas in the following areas: 
a) Office Ethics 
b) Corporate Ethics and Personal Values 
c) Outside, Personal, and Political Activities 
d) Office Technology, E-mail, Telephone, and Computers 
e) Verbal Communication, Rumors, and Gossip 
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f) Supervisor and Employee Relationships 
g) Office Relationships the Effect and Consequences of Behaviors 
h) Perceptions of Behavior versus Factual Behavior 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

1. 	Lecture presentations, discussion with supporting handouts, and visual 
overhead materials will be used to introduce guidelines for making ethical 
business decisions, identify unethical business practices, explore methods for 
dealing with unethical issues, and define ways to promote ethical business 
practice. 

2. A six-step process will be used to fully analyze unethical dilemmas, construct 
solution options, weigh outcomes, and make informed decisions. 

3. Small group application of content will include using case studies to discuss, 
analyze and remedy unethical business practices. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. rvlethods of evaluation ma include but are not limited to the followin : 

1. 	Written responses to case studies will be evaluated to determine appropriate 
application of six-step process and conclusion of ethical solution. The analysis 
will be created in a word processor, be clear in content and free of spelling 
and grammatical errors. 

2. Develop a written personal/business code of conduct, then present it to the 
class. Create the document in a word processor, be clear in content and free 
of spelling and grammatical errors. The presentation should be 5-10 minutes 
in len th be resented in an or anized and clear manner. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. Find an article dealing with a corporate ethics issue to share with the class. Be 
prepared to summarize the article for the class and discuss the ethical 
component. You may use a professional business periodical or the web. 

2. 	 Prepare a written code of conduct either for your business, organization or 
family. Be prepared to present this to the class explaining how you developed the 
plan and the important issues. 

3. 	 Read prepared case studies and then write your responses to the prepared 
questions that follow. Be prepared to discuss the case and hand in your 
res onse. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Learning Objects will be provided 
throu h the MSJC CMS s stem. 
Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (2): 
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Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

I 
Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 
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Submitted by: ~B_i_IB_e_r_g~in____________~I Date: IOct 2008 
Subject CourseDiscigline Degartment <select from this 

r....i--1 from !hi~ ll!.t\ (y,;_.., from thic list\ l!stl Number Tith~ 

IComputer CIS CAPP 1120 Using Microsoft Office 
Information - Level 1 (formerly CAPP 
Systems 1200 Using Microsoft Office 

2007-Level 1) 

Business-M I~us 

F-
i 
I 

.J I 
History- M HIST HIST 151 History and Apprec1ahon of Dance 
Dance - M 

DAN DAN 100 History and Appreciation of Dance 

Course Numb!r: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture !:&R 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~-

Maximum Pass/No YES 

0514.00 

Yes or NoEnter number 
(usually Yes) Enrollment: Pass ALLOW 

Pass/No Yes or No TOP code (click here for TOP 
(usually No) code website) Pass ONLY (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~·Can 
1 (If more than 1 , justify with one of the following) be '----+-=Bo...:ec=a=u=se'°'.the course content differs each time It Is offered ... 

.. . !!!1J!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... if1SI. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Descrigtion: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 
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This oourse is for the student who wants to team the concepts of Microsoft Office 
computer applications. Students will begin to learn the functions and capabilities of 
MicrosoftAccess. Excel. PowerPoint. and Word,.with emphasis on the integration of 
Microsoft Office software to solve business problems. This course will begin 
preparing students for Microsoft Office User Specialist (MOUSIMOS) Core-level 
Exams in the four above a lications. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl desaibe the course . 25 words or less in ra box below . 

This class teaches the core skills in word processing, spreadsheets, database, and 
resentation ra hies. 

To count words. select only the words within the catalog desaiption, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the 'NOrds are within, it won't give an aca..irate count. 

Need for the course: (For more information on demonstrating need, click~> 

Skills taught in this class are needed for satisfactory performance in college classes 
and the office environment. This class is an Associate of Science elective and 
needed for several certificates. . .· .· .· 

roval rocess. See Forms E 1-E4 for details. 

Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followi : 

A. · 	 Word Processing: . . . 
1. 	 Identify and operate basic components of the computer and Microsoft Word: 
2. 	 Analyze and apply appropriate techniques utilized in starting the Word program, 

keying text into a document, and performing basic text editing functions; 
3. 	 Differentiate between using the mouse or the keyboard for time-saving tasks in word 

processing.. 
4~ 	 Experiment witli appropriate techniques utilized in formatting characters and . 

paragraphs utilizing fonts. · · 
5. 	 Compare and contrast appropriate fonnattiJ!g styles used to create basic letters, 

memorandums~ and reports utilizing functions such as AutoFQ01lat, AutoComplete) 
AutoCorrect, as wellas~ SpellM and Grammar-Check. 

B. 	 Spreadsheets . 
I. 	 Identify niajor components ofthe Excel window 
2. 	 . Evaluate and seltXi the most appropriate means for inserting text, values and fotmulas 

into a worksheet . . . .. . . .· . 
3.• Create and apply number and.character functions in the design ofa·spI-eadsheet 

solution· 
4.· Apply formatting.to the worksheet in accotdance with·layout and design principles 

C. 	 Presentation 
l. 	 Identify major components ofthePowerPoint window 
2. 	 Anal e the needs and ex ectations of ur audience 

http:formatting.to
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3. Assess the situation in which the presentation will be delivered 
4. Prepare an outline of the general organization of the presentation 
5. Develop an effective introduction, body, and conclusion 
6. Select and create appropriate visuals 
7. Create a presentation 

D. Database 
1. Identify major components of the Access window 
2. Open and navigate a table 
3. Design and create a new database 
4. Analyze, design, and build fields and table primary keys 
5. Add, modify, and delete records from a database 

E. Outlook 
1. Describe and define desktop information management. 
2. Start and define the Outlook Bar. 
3. Open and describe the components of the Calendar and Outlook window. 
4. Create personal folders. 
5. Enter appointment dates and times in various modes. 
6. Create events. 
7. Display and print the daily, weekly and monthly styles. 
8. Move and edit appointments. 

Course Content: (please number the outline of main topics and subtopics) 

1. Microsoft Word: 
a) Inserting and Modifying Text 
b) Creating and Modifying Paragraphs 
c) Formatting Documents 
d) Managing Documents 
e) Working with Graphics 

2. Microsoft Excel: 
a) Working with Cells and Cell Data 
b) Managing Workbooks 
c) Formatting and Printing Worksheets 
d) Modifying Workbooks 
e) Creating and Revising Graphics 

3. Microsoft Access 
a) Creating and Using Databases 
b) Creating and Modifying Tables 
c) Creating and Modifying Queries 
d) Creating and Modifying Forms 
e) Viewing and Organizing Information 

4. Microsoft PowerPoint 
a) Creating Presentations 
b) Inserting and Modifying Text 
c) Inserting and Modifying Visual Elements 
d) Modifying Presentation Formats 
e) Printing Presentations 

5. Microsoft Outlook 
a) Enter appointments 
b) Move appointments to new times 
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c) Move appointments 
d) Move appointments to a new month 
e) Create an event 
t) Display the Calendar in week and month views 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followinq: 

A. Lecture on components and core functions Microsoft Office. 
B. 	 Lecture, and demonstrate keyboard shortcuts and drop down menus. 
C. 	 Hands-on activities to construct word documents, spreadsheets, databases, and PowerPoint 

presentations. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

A. Graded assignments from textbook. Apply Your Knowledge requires students to open and 
manipulate a file on the Data Disk, and follow instructions for completing assignment. In the 
Lab 1 and Lab 2 are in-depth assignments per project that require students to apply knowledge 
gained in the project to construct office documents. 

B. 	 Test that demonstrates the student's ability to use the appropriate components and 
core functions in Word, Excel, Access and PowerPoint applications. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readinq and writinq, as well as out of class assiqnments are required. These assiqnments may include but are not limited to the following: 

Microsoft Word 

Creating a Research Paper 
1. 	 Introduction to documentation styles for a research paper: MLA and APA 
2. 	 Using headers and footers 
3. 	 Using Footnotes and endnotes 
4. 	 Creating a Works Cited Page 
5. Saving and closing document 

Microsoft Excel 
Create a Monthly Accounts Receivable Balance Sheet 

1. Enter worksheet title, column title, and row titles 
2. 	Enter formula using the keyboard 
3. Order of Operations 
4. Copying formulas using the fill handle 
5. 	 Using average, max, and min functions 
6. 	 Formatting numbers using currency style, and comma style 
7. Saving and closing workbook 

Microsoft Access 
Creating a Database 

1. 	Creating a Table 
2. 	 Define fields in a table 
3. Add records to a table 
4. 	 Creating additional table 
5.. Saving and closing a database 

PowerPoint 
Using Design Template to create a presentation 

1. What is Microsoft PowerPoint 
2. Choosing a Design Template 
3. 	Creating a Title Slide 
4. Creating Text Slide with a single-level bulleted list 
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5. Creating a third-level paragraph 
6. Ending a slide show with a Black Slide 
7. Savin and closin a resentation 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Reauired <1 ): 
Shelly Cashman Vermaat Microsoft Office 2007: Introductory 

Concepts and Techniques, Windows 
Vista Edition 

Author Title 

ICourse Technology I1-4239-1230-6 IMay2007 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 120 rev FEB 09 
TOP CODE Change 5/24/10 - Effective F Al 0 per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: Donna Holts February 4, 2010 
Subject Course 

Number Ii!!~ 
Business BUS BUS 104 Business Communications ~ 

English ENGL ENGL 104 Business Communications 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 0 3+ 191 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units - 64-72 4 units -192-216 48-54 + 0 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~-

Maximum Pass/No Pass 
Enter number 

Enrollment: ALLOW 
Pass/No Pass ~ Yes or No TOP code0 (usually No) ONLY (choose only 1 ) 

Yes 

0501.00 


Yes or No 
(usually Yes) 

{click here for TOP 
cod!< websit!<l 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).
1 (If more than 1. justify with one of the following) be ~--+-B~ec~a~u~se'-,the course content differs each time it Is offered ... 

.. i1!1S1. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
f-----i enhanced by supervised repetition and practice within class periods 

.. i1!1S1. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

~--~ 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non--Oegree applicable credit course and/or e degree applicable credit course which is not part of an approved educetionel progrem. 

Catalog Description: (Please do not refer to transferabi lity or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course is a study of the principles, strategies, and techniques of written and 
oral business communication. The em hasis is laced on anal in roblems and 
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implementing solutions involving appropriate methods of business communication, 
i.e. letters, memos, proposals, reports, and resumes. The course also includes a 
study of oral communication techniques for meetings, conferences, business 
presentations. and interviews. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

Study of the principles, strategies, and techniques of written and oral business 
communication. Methods learned include business letters, memos, reports, 
resumes, and oral business presentations 
To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course can be used to meet the communication and analytical thinking (02) 
requirements for the MSJC AS/AA degree pattern (Option A) and as business 
elective credit transferable to the CS/UC systems. This course articulates to some 
colleges, such as Cal State San Diego and Cal State San Marcos, to a specific 
business communications course requirement. This course is a requirement for the 
MSJC Office Administration major and several employment concentration 
certificates; it is also an elective in the Business Administration major and several 
certificate programs in Business Administration 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

Other Enrollment Criteria: 
INone. 

1. 	 Examine barriers to successful communication-in particular, ineffective 
analyses of audience and purpose-and evaluate techniques to overcome 
them. 

2. 	 Compare those elements of writing style that are both helpful and harmful in 
achieving written business communication goals, and create documents that 
effectively employ those elements that are helpful-such as clear, concise, 
coherent, and courteous language-while avoiding those elements that are 
harmful-such as slang, or trite or outdated language. 

3. 	 Deduce appropriate tone in written business communication. 

4. 	 Analyze, organize, document, interpret, and illustrate qualitative and 
uantitative data in business re ort re aration. 
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5. Compose and format complex analytical business letters and memoranda. 

6. Compose and format complex analytical business reports and proposals. 

7. Compose and format resumes, cover letters, and follow-up letters. 

8. 	 Compare and contrast those principles of written communication-audience, 
purpose, emphasis, tone, and style-that also apply to oral communication. 

9. 	 Evaluate alternative behaviors to determine ethical outcomes in situations 
involving business communications. 

10. Analyze live or video business presentations for effective oral communication 
skills. 

11. Plan and create a simulated group business project (e.g. creating an 
employee handbook, a company brochure, a marketing proposal, a yardstick 
report, etc.), including group decision making in the planning, creation, and 
presentation of the project. 

Course Content: (please number the outline of main topics and subtopics) 

1. Communication Foundations 
a. Understanding the process of communication 


1>. Examining business communication ethics 

c. 	Developing team, listening, and etiquette skills 
d. Planning and participating in business meetings 
e. 	 Using technology to facilitate collaboration 
f. 	 Improving communication in intercultural environments 

2. 	The:Wl$!~ng_Process .. 
a. 	Analyzing and adapting to the purpose and audience 
b. Researching data, organizing content according to strategy, and 

composing draft 
c. 	Revising message for clarity and tone, proofreading for errors in 

mechanics, and evaluating final message 
3. 	 Business Correspondence 

a. 	Applying the writing process to e-mail and memos 
b. 	Structuring and formatting e-mail and memos 
c. 	Applying the writing process to business letters 
d. 	Structuring and formatting business letters 
e. 	 Understanding persuasion and how to use it effectively and ethically 
f. 	 Planning and composing effective sales and marketing messages 
g. Applying techniques for delivering bad news sensitively 

4. Reports, Proposals, and Presentations 
a. 	Understanding business report concepts 
b. 	Gathering primary and secondary sources of information 
c. 	Illustrating and documenting report data 
d. 	Writing formal and informal business reports and marketing proposals 
e. 	 Creating and presenting oral business presentations 
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5. 


Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinQ: 

1. 	Lecture, discussion, and video presentation on barriers to communication. 
2. 	In-class writing practice and review of techniques for improving tone and style 

of business messages. 
3. In-class individual and group brainstorming practice, editing practice, and 

creation of marketing messages. 
4. Out-of-class writing practice and in-class analysis and review of business e

mail, memos, and letters. 
5. 	 Lecture and discussion of analytical business reports. 
6. Out-of-class viewing and/or in-class video of oral business presentations and 

analysis of speaker skill. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followin : 

1. 	Evaluation of a minimum of five assigned written business messages for tone, 
mechanics, content, style, and format. 

2. 	 Evaluation of written exam in which student creates a business message 
incorporating appropriate strategy, tone, content and style, and which 
displays correct mechanics and formatting. 

3. Evaluation of occasional tests for student's knowledge of business report 
writing. 

4. 	Evaluation of oral presentation for appropriate planning, researching, 
o 	 anizin com osin , and resentin • 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	Using specific background information, student will compose a business letter 
conveying negative news to the reader, demonstrating appropriate 
organization, tone, style, format, and mechanics. 

2. Using a preapproved business objective, student will plan, research, organize, 
and compose a written business report that presents a viable solution to the 
business problem solved. 

3. 	 In a group environment, student will present a persuasive oral argument for 
the business solution selected as a result of research during the creation of a 
business report. 

4. 	Student will read an article from a business journal relating to the topic of 
ethics in business, write a summary of the article, and discuss their personal 

ers ective on the s ecific exam le of ethical/unethical behavior addressed. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Mary Ellen Guffey Business Communication: Process & 

Produc Sixth Edition 
Author Title 

ISouth-Western Cengage Leaming I oa24542909 12008 
Publisher ISBN Publication Date 

Required (2): 
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Author Title 

Publisher ISBN Publication Date 


Required (3): 


Author Title 


Publisher 

I 
Supplemental (1): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (2): 

Author 

ISBN 

Title 

Publication Date 

Publlsher 

Supplemental (3): 
ISBN Publication Date 

I 
Author Title 

Publisher ISBN Publication Date 
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Submitted by: ~B_i_IB_e_r~g~i"~~~~~~~~~~~~~I Date: loct2008 
Subject CourseDiscigline Degartment (select from this 

l uol-.r:t fr,,.,, this 11...t\ r~: f rom this li M\ list\ NLJ_mbe( Title 
Computer CIS CAPP 123 Using Microsoft Access 
Information - Level 1 (formerly CAPP 
Systems 

I 
1230 Using Microsoft 
Access - 2007 Level 1)

II I 

Buslness-M I BUS~ 

History- M HIST HIST 151 History and Appreciation of Dance 
Dance - M 

DAN 100 History and Apprec1at1on of DanceDAN 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units  32-36 

Y.12 
Units/Hours 
1 unit - 48-54 
2 units  96-108 

Lecture Units 
3 

Lecture Hours 
+ 

Lab Units 
0 

Lab Hours 
--

Total Units 
3 

Total Hours 
3 units  48-54 
4 units  64-72 
5 units  80-90 

3 units-144-162 
4 units-192-216 
5 units  240-270 

48-54 + 0 -- 48-54 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from ~. 

Maximum Pass/No YES 

0514.00 

Yes or NoEnter number 
(usually Yes)Enrollment: Pass ALLOW 

Pass/No Yes or No TOP code (click here for TOP 
(usually No) code website)Pass ONLY (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~.
1 (If more than 1. justify with one of the following)be Because the course content differs each time It Is offered ... 

~--.-..--~ 

... §!19. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
,___ __, enhanced by supervised repetition and practice within class periods 

.. iHHJ. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

~-~ 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 
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Students will learn the functions and capabilities of Microsoft Access with an 
emphasis on the integration of Microsoft Office Access to solve course business 
problems. The course will begin to prepare the student to take the Microsoft Office 
S ecialist MOS Ex ert-levet exam. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course teaches beginning and advanced capabilities of Access. This course 
re ares students for the Microsoft Ex ert-Level MOS Exam 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course provides the student with the advanced skills needed in the 
professional, course, and personal sector. This course will prepare students for the 
Microsoft Office S ecialist MOS Ex ert-level exam in Access. 

roval recess. See Forms E1-E4 for details. 

None. 

roval recess. See Forms E 1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

I. Identify major components of the Access window 
2. Open and navigate a table 
3. Design and create a new database 
4. Analyze, design, and build fields and table primary keys 
5. Add, modify, and delete records from a database 
6. Create, run and save queries 
7. Create a form in accordance with standard design principles 
8. Maintain table data using a form 
9. Create a complex form (mainform-subform) 

I0. Design and create a report in accordance with problem specifications 

11. Define data validation criteria appropriate to the data type and problem domain 
12. Use logical operators in a query 
13. Design and create a custom form in accordance with problem specifications 
14. Design and create a custom report in accordance with standard design principles 
15. Create a crosstab query to analyze data 
16. Im rove database erformance b viewin and creatin indexes where a 

Course Content: (please number the outline of main topics and subtopics) 

A. Creating and Using Databases 
l . Create Access Databases 
2. Open database objects in multiple views 
3. Move among records 
4. Format datasheets 

B. Creating and Modifying Tables 
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1. 	 Create and modify tables 
2. 	 Add a pre-defined input mask to a field 
3. 	 Create look-up fields 
4. 	 Modify field properties 

C. 	 Creating and Modifying Queries 
1. Create and modify select queries 
2. 	 Add calculated fields to Select queries 

D. 	 Creating and Modifying Forms 
I. 	 Create and display forms 
2. 	 Modify form properties 

E. 	 Viewing and Modifying Information 
1. Enter, edit and delete records 
2. 	 Sort records 
3. 	 Filter records 

F. 	 Defining Relationships 
1. Create one-to-many Relationships 
2. Enforce Referential Integrity 

G. 	 Producing Reports 
1. 	 Create and format reports 
2. Add calculated controls to reports 
3. 	 Preview and print reports 

H. 	 Integrating with Other Applications 
1. 	 Import Data to Access 
2. 	 Export Data from Access 
3. Create a simple data access page 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followinq: 

A. Demonstrate how to use Macros to increase ease ofuse of Microsoft Access and data entry 
forms, and reports. 

B. 	 Lecture on design and implementation of database applications using major components and 
core functions ofAccess. 

C. 	 Demonstrate how to construct and use databases, forms, reports and queries. 
D. 	 Pair- and small-group problem solving and discussion on specific features available in the 

applications. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation mav include but are not limited to the followinq: 

A. 	 Graded assignment from textbook. Review Assignment requires students to open and 
manipulate a file on the Data Disk, and follow instructions for completing assignment. 

B. 	 Graded assignments from textbook. In the Case 1 and Case 2 are in-depth assignments per 
project that require students to apply knowledge gained in the project to solve problems on the 
computer using components and core functions of Access. 

C. 	 Test that demonstrate the student's ability to select and apply appropriate Access skills in 
solving business problems constructing databases, forms, reports, and queries. 

D. 	 Team projects and Internet assignments that challenge the student to find information on the 
Internet that they can use to create effective database systems using keyboard shortcuts, and 
drop-down menus. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as vvell as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

A. 	 Students will prepare a database, with documentation of the database and its needs that apply 
to its desi 
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B. 	 Working from the database that student's prepared; students will define relationships and then 
create queries, reports and forms from the information. 

C. 	 Continue working from database given, student's will create macros that will enhance the 
efficiency of the database. 

D. 	 Taking the information from the database created in A, B, and C students will export the 
information from the tables into a Word document. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re 	 uired 1 : 
Joseph J. Adamski, Kathy Finnegan New Perspectives on Microsoft Office 

Access 2007, Com rehensive 
Author 	 Title 

I Course Technology 	 !1-4239-0589-X ISep 2007 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

CAPP 123 rev FEB 09 
TOP CODE Change 5/24/10- Effective FAIO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: Sara Huyssoon Date: 6/15/10 

Course 

Number 


Office Technologies BUS OTEC 150 Records and Information 
Management 

1------l 

~--------------------------~ 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

~: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{SubjHCourse Number}) i.e. Technology in the Classroom !formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 

Lab 
Units/Hours 

Lecture Units 
2 + 

Lab Units 
0 --

Total Units 
2 

1 unlt-16-18 1 unit - 48-54 
2 units - 32-36 2 unlts-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 
4 unlts-64-72 

3 units-144-162 
4 units -192-216 32-36 + 0 -- 32-36 

5 unlts-80-90 5 units - 240-270 

Maximum TOP code (click here for TOPEnter number 0514.00
(choose only 1) code website) Enrollment: 

Pass/No Pass Yes or No 
(usually No) ONLY 

time(S) for Credit (max 4) (More detailed infonnation on course repeatability can be found llfilfil.Can 
1 (If more than 1, justify with one of the following) be ~--t-~Bec~a~~use""the course content differs each time It Is offered ... 

D .l!!J1. the student who repeats ii is gaining an expanded educational experience because skills and proficiencies aretaken 
1------1 enhanced by supervised repetition and practice within class periods ... i!!!J1. the student who repeats it is gaining an expanded educational experience because active participatory

D experience in Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

~--~ 

Ostand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a non-degree appllcabhi credit course or a degree applicable credit course which Is not part of a degree or state certiffcate and Is not 
approved In one of the GE areas. If a course Is only approved In an employment concentration certificate, It Is considered Stand Alone. If course Is Stand 
Alone, Indicate in Stand Atone field on Form A 1. 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~. In the box below, justify placement 
for each general education area indicated using the general education definitions and student learning outcomes found lliilll· 
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Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course introduces students to the field of records management, specifically physical records. Students will 
explore the purpose of records management, identify the role of the records manager, research related 
methodolo and technolo , and ex lore the role and maintenance of a records center. 
To count words, select only the words within the catalog description. then go to Tools, and to Word Count. Careful! If you select the 
entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces students to the area of Records Management. Topics include: organization, records 
mana er, record kee in technol , current trends, ethical considerations and related technolo 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it mn't give an accurate count 

Need for the course: (For more information on demonstrating need, click here) 

A core component of any business is information management. This course will explore this upcoming field, 
rovide students information on workin with h sical records and introduce current trends in this field. 

Prereguisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E5 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None 

Co reg uisite( s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E5 for details. 

None 

Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E5 for details. 

None 

Other Enrollment Criteria: 
See Forms E1-E5 for details. 

None 

Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followino: 

1. 	Analyze the field of Records Management. 
2. 	 Distinguish the concept of a physical record, its life cycle and management techniques. 
3. 	 Distinguish the role of Records Manager in the information industry. 
4. 	 Assess Records Management systems, equipment, and supplies and the design, control 

and maintenance of a records center. 
5. 	 Analyze current industry trends 

Course Content: (please number the outline of main topics and subtopics) 

A. 	 Explore the field of Records Management 
1 . 	Define the concept, conception and future of Records Management 
2. 	 Explore current industry uses 
3. 	 Research the profession of Records Management 
4. 	 Discuss the role of ARMA and other professional organizations 
5. 	 Discuss current ethical and legal topics related to the field 

B. 	 Identify the concept of a physical record 
1 . 	Define a record 
2. 	 Explore various types of records 
3. 	 Identify a record life cycle 
4. 	 Review basic organizations and indexing techniques 
5. 	 Records activity 

i. Active records 

if. Inactive records 

iii. Vital records 
iv. Archive records 

C. 	 Records retention 
1 . 	Manual systems 

D. 	 Records storage & retrieval 
1. 	 Manual systems 
2. 	 Inactive records and archive manaQement 
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E. Records centers 
1. Design of centers 
2. Records control 
3. Records center maintenance 
4. Records management equipment and supplies 

F. Records security 
1. Disaster prevention 
2. Disaster recovery 
3. Forms and reports management 
4. Records audits and reports 
5. Records management manual 

G. Current Industry Trends 
1. Ethical issues 
2. Legal issues 
3. The role of professional organizations 

Methods of Instruction: (please number and be reflective of a variety of 1eaming styles) 
Methods of instruction mav include, but are not limited to the followina: 

1. Students will be directed to web sites, biogs, podcasts, or any contemporary internet tool to study 
current trends and relevant topics in records management. Findings will be discussed in class. 

2. Lecture presentation and/or classroom discussion will be used to introduce and explore topics in 
records management. 

3. Small aroups will be formed to complete research and present records manaaement techniques. 
Methods of Eva I uation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

1. Exam and quizzes will be used to evaluate concepts of a physical record, records storage & retrieval 
systems, and records security. 

2. Written reports will be assigned and used as an assessment tool to evaluate current industry trends 
and centers in records management and explore the field of records management. 

3. Individual oral presentations will assess knowledge attainment in current trends, industry standards and 
growth in records management procedures. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin • as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Visit a business or organization, prepare and submit a written overview of their records system. Areas to be 
included in the report include the types of filing and Records Management systems in use; the time schedule 
for transferring records from active to inactive status; whether inactive files are kept on-site or offsite; how long 
records are kept and when and how they are disposed of; what types of records are kept on computer; what 
types of problems they have in controlling and managing files; who has access to the files and any 
recommendations for im rovin their records s tern. 
Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Read/Ginn Records Mana 
Author Title 

I Cengage Learning I o-538-129sa2 I 2006 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publlcatlon Date 
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Su lemental 1 : 
Read, Judith Records Mana ement 
Author Title 

I Cengage Learning I o-538-131419 I 512512010 
Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

REV 7/10 
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Submitted by: Caren Hennessy 	 Date: I 9/3/07 
Subject Course 

(select from this 
Ii I Number 

Office BUS OTEC 153 Electronic Records 
Technologies Management 

Course Number: a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units  32-36 

Lab 
Units/Hours 
1 unit - 48-54 
2 units  96-108 

Lecture Units 
2 

Lecture Hours 
+ 

Lab Units 
0 

Lab Hours 
--

Total Units 
2 

Total Hours 
3 units  48-54 
4 units -64-72 
5 units  80-90 

3 units-144-162 
4 units -192-216 
5 units  240-270 

32-36 + 0 -- 32-36 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from~. 

Maximum Credit/No YES 

0514.40 

Yes or NoEnter number (usually Yes) Enrollment: Credit ALLOW 
Credit/No Yes or No 	 TOP code (click here for TOP 

(usually No) code website)Credit ONLY (choose only 1 ) 

time(s) for credit (max 4) (More detailed information on course repeatability can be found here). Can 
1 (If more than 1. justify with one of the following) be Because the course content differs each time It is offered ... 

~----~ ... MJS!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
>------< 	enhanced by supervised repetition and practice within class periods 

. . MJS!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments Is the basic means by which learning objectives are 

._____. 	 obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course examines the field of Electronic Records Mana ement. Students will 
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explore the purpose of electronic records management, identify the need, and 
research relevant technology. Students will also be introduced to database 
management software used in the records management field. 

To count words. select only the words within the catalog descnpt1on. then go to Tools. and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course focuses on electronic Records ManagemenL Topics include: creating, 
or anizin , mana in and investi atin le al and ethical issues. 
To count words, select only the words within the catalog description, then go to Tools. and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The business community is increasingly becoming more reliant on creating and 
working with electronic information. This course will prepare the student to 
understand and work with electronic records in the business community. 
Prerequisite(s): (For more information. click here) 

Prere uisites o throu ha se arate a reval recess. See Forms E1-E4 for details. 


OTEC 150 - Records and Information Mana ement 
Corequisite(s): 
Cor uisites o throu ha se arate a reval recess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

1. Explore the field of Electronic Records Management 
2. 	 Explore the creation of electronic records and relevant technologies. 
3. 	 Discuss the components of records inventory, maintenance, storage and retention 

of electronic document files. 
4. 	 Understand disaster recovery strategies, procedures and the processes. 
5. 	 Identify legal and ethical issues related to e-business and website maintenance. 
6. 	 Create a database desi n usin a current database mana ement s stem. 
Course Content: (please number the outline of main topics and subtopics) 

A. 	Records/Information Management (RIM) Program 
1. 	 Business case for electronic data management 
2. 	 Role of the Records Manager 
3. 	 Explore current industry uses 
4. 	 Discuss current ethical and legal topics related to the field 

B. Automation of Records 
5. 	 Cost/Benefit analysis 
6. 	 Software selection 
7. 	 Imaging systems standards 
8. 	 Microforms 
9. 	 Storage devices 
10.Website maintenance 

C. 	Electronic Data Management 
1. 	 Records Inventory 
2. 	 Universal file plan 
3. 	 Organization techniques 
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4. 	 Retention scheduling 
5. 	 Risk Analysis 
6. 	 Database design 
7. 	 Audits 

D. Disaster Recovery 
1. 	 Definitions and objectives 
2. 	 Classification of disasters 
3. 	 Implementation and Responsibilities 
4. 	 Salvage and restoration 
5. 	 Program tests and audits 

E. Federal, State, and Local Legislation 
1. 	 Patriot Act 
2. 	 Public Records Act 
3. 	 Sarbanes-Oxley 

F. Create a records management tracking system 
1. 	 Use a database software package to design a records management system. 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. Students will be directed to websites, biogs, podcasts or any contemporary 
internet tool to study current trends and relevant topics. Findings will be 
discussed in class. 

B. 	Lecture presentation and/or classroom discussion will be used to introduce and 
explore topics. 

C. Small groups will be formed to complete research and present findings to the 
class for discussion. 

Methods of Eva I uation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followin : 

A. Exams and quizzes designed to define terms that relate to the virtual assistant 
professional. 

B. Written reports wilt be prepared and used as a decision making tool. 

C. Oral presentations will be used to present research on topics such as current 
trends, indus standards and rowth. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readino and writino, as well as out of class assiqnments are required. These assionments may include but are not limited to the followino: 

Create a disaster contingency plan that classifies disasters, identifies 
responsibilities for preparedness, procedures for salvage and restoration of 
records. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Required (1 }: 

Author 	 Title 

Publisher 	 ISBN Publication Date 



I 
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Required (2): 

Author Title 

Publisher 

Required (3): 
I 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (1 ): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (2): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

Supplemental (3): 
ISBN Publication Date 

I 

Author Title 

Publisher ISBN Publication Date 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, Ca 92583 

Richard LeGarra I Date: I Januarv 3, 2006 
Dept: 
Author: 

Administration of Justice I Program: I AJ 
Discipline(s): 11. 12. I 3. 

1. CourseTitle: I Criminal Evidence 
If this course is having asubject or number change, the course author must include after the Course Title 
(formerly {Subj}{Course Number} ie. Technol in the Classroom former! COE 160 
2. Course Number: AJ 103 

'--~~~~~~~~~~~~~~~~~~~~~~~ 

3. Miscellaneous: 
3a. Units/Hours 

Lecture 

Units/Hours

1 unit-16-18 

2units - 32-36 

3 units - 48-54 

4 units - 64-72 

5 units - 80-90 


Lab Lecture
Units/Hours Total Units Units Lab Units1 unit - 48-54 


2units - 96-108 3 - 3 + 0
-3 units -144-162 
4 units - 192-216 Lecture 
5 units - 240-270 Total Hours Hours Lab Hours 

48-54 - 48-54 + 0-
3b. Credit Type 

Transfer Credit (100 & higher) X Degree Credit Non-Degree 
(click here for Transfer Form) (70 & higher) Credit 69 & lower) 

3c. AA/AS Degree PatternLJ General Ed Breadth 

I ~rea(s) I 
3d. Maximum Enrollment: Enter number 

3e. Credit/No Credit ONLY Yes or No (usually No) 

3f. Credit/No Credit ALLOW Yes or No (usually Yes) 

3g. Can be taken 111 time(s) for credit(maximum 

40 
NO 
YES 

4):
L_:_J (If more than 1, justify with one of the following)D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 

3h. TOP code {click here for TOP code website) 210500 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
This course provides fundamental information about the rules governing the admissibility 
of evidence in court, including rules of evidence, presumptions and inferences; character 
or reputation, proof of other acts and offenses; hearsay evidence; statements; 
admissions and confessions, cons irac ; documenta and best seconda evidence. 
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Includes the identification of evidence in criminal cases and the collection and 
preservation of evidence. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within it won't give an accurate count. 
5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
gray box below). 
This course provides knowledge and theory regarding criminal evidence as it relates to 
the Criminal Justice field in both Federal and State Court. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within, it won't give an accurate count. 
6. Need/Justification (in gray box below) 

Criminat evidence is an elective course in the Administration of Justice Certificate and 
Associate Degree programs. Most careers in the Criminal Justice area require a 
thorough knowledge of the rules of evidence as well as the collection and preservation of 
evidence. 
7a. Prerequisite(s) (in gray box below): 

Prerequisites go throuah a separate approval process. See Forms E1-E4 for details. 

None. 
7b. Corequisite(s) (in gray box below): 

Coreauisites i:ao throui:ah a separate approval process. See Forms E1-E4 for details. 

None. 

7c. Recommended Preparation (in gray box below): 

Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 

details. 

None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the following: 

1. 	 Define and identify the various types of evidence usually found at the scene of a 
crime and determine appropriate methods of collection. 

2. 	 Explain the role of the judge and jury when it comes to evidence in the courtroom. 
3. 	 Explain the differences between the various court processes such as an 

Arraignment, Preliminary Hearing, and Suppression Hearings etc. 
4. 	 Demonstrate through critical analysis what constitutes appropriate and admissible 

evidence in criminal investigation. 
5. 	 Identify the various types of evidence usually found at the scene of a crime and 

determine appropriate methods of collection. 
6. 	 Identify the types of criminal evidence (i.e. Direct, Circumstantial, etc.) currently 

allowed in both Federal and State Courts. 
7. 	 Demonstrate an understanding of the basic concepts of criminal evidence 

including hearsay statements; presumptions and inferences; character or 
reputation; prior criminal acts; conspiracy evidentiary issues; and other related 
issues. 

8. 	 Explain the "Best Evidence Rufe" as it applies to criminal evidence. 
Explain the basic rules of evidence pertaining to the Hearsay Rule, Exclusionary 
Rule, admissions and confessions. 
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9. Course Content: (outline of main topics and subtopics in gray box below) 

1. Introduction to Criminal Evidence 
a. What is Evidence? 
b. Burden of Proof. 
c. Role of Judge and Jury. 
d. History and Development of Rules of Evidence. 
e. Sources of Evidence Law 
f. Impact of Case Law. 
g. How legal research is done. 

2. The Court Process 
a. The Criminal Complaint 
b. Arraignment 
c. Preliminary Hearing 
d. Grand Jury 
e. Suppression Hearing 
f. Discovery 
g. Plea Bargaining 
h. The Trial 
i. Sentencing 

3. Types of Evidence 
a. Relevant Evidence 
b. Direct and Circumstantial 
c. Testimonial and Real Evidence 
d. Substitutes for Evidence 

4. Direct and Circumstantial Evidence 
a. Basic Definitions 
b. Weight of evidence 
c. Circumstantial Evidence of Ability to Commit the Crime 
d. Circumstantial Evidence of Intent 
e. Circumstantial Evidence of Guilt 
f. Character 
g. Other Acts of Evidence 
h. Offers to Plead Guilty 
i. Circumstantial Evidence Involving the Victim 

5. Witnesses 
a. Competency of a Witness 
b. Impeachment 
c. Rehabilitation 
d. Corroboration 
e. Memory Failures 
f. Unavailable Witnesses 
g. Types of Witnesses 
h. Opinion Rule 

6. Crime Scene Evidence, Experiments, and Models 
a. Introduction 
b. Crime Scene Evidence 
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c. Scientific Evidence 
d. Commonly Accepted Scientific Tests 
e. Tests that are not Commonly Accepted 
f. Experiments 
g. Models, Maps and Diagrams 

7. Documentary Evidence 
a. Authentication 
b. Forensic Document Examiners 
c. The Best Evidence Rule 
d. Photographic Evidence 

8. Hearsay and Its Exceptions 
a. Basic Hearsay Principles 
b. The Hearsay Rule 
c. Exceptions to the Hearsay Rule 
d. Admissions and Confessions 
e. Declarations against Interest 
f. Spontaneous Statements and Contemporaneous Declarations 
g. Dying Declarations 
h. Reputation 
i. Former Testimony 
j. Prior Inconsistent and Consistent Statements 
k. Ancient Documents 
I. Past Recollection Recorded 

m. Prior Identification 
9. Privileged Communications 

a. Basis for Privileges 
b. Commonly Used Privileges 
c. Attorney-Client Privilege 
d. Husband-Wife Privilege 
e. Physician-Patient Privilege 
f. Clergy-Penitent Privilege 
g. Privilege for Official Information 
h. Media Reporter Privilege 

1O. Developing Law of Search and Seizure 
a. History and Development of Fourth Amendment 
b. Warrant Requirements 
c. Exclusionary Rule 
d. Impermissible Methods of Obtaining Evidence 
e. Impermissible Methods of Apprehending Suspects 

11. Field Interviews, Arrests and Jail Searches 
a. Field Interviews 
b. Arrests 
c. Booking 
d. Jail and Prison Searches 

12. Plain View, Consent and Administrative Warrants 
a. Plain View Doctrines 
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b. Abandon Property 
c.ConsentSearches 
d. Vehicle Searches 
e. Administrative Searches 

13. Electronic Surveillance and Other Searches 
a. Eavesdropping and Electronic Surveillance 
b. Searches by IRS, Bureau of Citizenship, Customs and Border Patrol 
c. Closed Containers 
d. Drug Testing 

14. Self-Incrimination 
a. Scope of Privilege against Self-Incrimination 
b. Miranda Warnings 
c. Sequential Interrogations 
d. Special Situations 
e. Post-Arraignment Confessions 

15. Identification Procedures 
a. Definitions 
b. Fourth Amendment Rights 
c. Fifth Amendment Rights 
d. Sixth Amendment Rights 
e. Due Process Rights 
f. Use of Identification Testimony 

16. Preparing the Case for Court 
a. Review of Facts 
b. Working with the Prosecutor 
c. Dress and Demeanor 
d. Contacts with Lawyers, Witnesses and Jurors 
e. Press Coverage 

17. Computers and Evidence 
a. First Amendment 
b. Fourth Amendment 
c. Search Warrants 
d. Securing and protecting computer evidence 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction may include, but are not limited to the following: 
1. Lecture presentation and classroom discussion 
2. Definition, identification and classification of types of evidence 
3. Conducting mock crime scenes and search of evidence 
4. Video/DVD when available to enhance lecture material 
5. Discussion of current events that pertain to lecture material 
6. Large and small facilitated group discussion of known cases and evidence 

found. 
7. Guest speakers to enhance the importance of evidence and how it is found 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of perfonnance related to the course objectives. Methods of evaluation may 
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include but are not limited to the following: 
1. Students will be evaluated on class participation and presentation of current 

events. 
2. One or two mid-term examinations with a final examination. The examinations 

will cover student understanding of terminology, knowledge of the subject, 
criminal statutes and ability to evaluate crime scene information. 

3. The student will be evaluated on the quality of a research paper involving 
a specific crime and identifying evidence. 

4. The student will be evaluated on their ability to prepare a case brief (s) on 
selected U.S. Supreme Court decisions involving the issue of evidence. 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent Reading and writing, as well as out of class assignments are 
required. These assiqnments mav include but are not limited to the followinq: 
1. Answering questions found at the end of each chapter in the book 
2. Preparing a research paper on a specific topic pertaining to evidence 
3. Presentation of current events found in newspapers, magazines, TV and radio 

that pertains to evidence. 
4. Work in small classroom groups to review and present assigned topics. 
13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) ReQuired: 
Judy Hails 
(Author) 

Criminal Evidence 5th Edition 
(Title) 

Thomson/Wadsworth 0-495-00138-4 2005 
(Publisher) ISBN (Publicatlon Date) 

(2) ReQuired: 
State of California 
(Author) 

California Penal/Evidence Code Current Edition 
ITltle) 

Gould publications 0-87526-268-6 2005 
(Publisher) ISBN (Publicatlon Date) 

(3) ReQuired: 

(Author) 

(Title) 

(Publisher) ISBN <Publication Date) 

(1) Supplemental: 
Thomas J. Gardner and Terry M. Anderson 
I Author) 

Criminal Evidence Principles and Cases 
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<Title) 

Thomson/'lladsworth 0-534-61551-1 
(Publisher) ISBN 

(2) Supplemental: 
Norman M. Garland 
(Author) 

Criminal evidence 
(Title) 

McGraw Hilt 0-07-299330-8 
(Publisher) ISBN 

(3) Supplemental: 

(Author) 

(Tltle) 

(Publisher) ISBN 

Other Reference Materials/Supplies 

2004 
(Publication Date) 

2006 
(Publication Date) 

(Publication Date) 

-

AJ 103- rev APR 06 
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Submitted by: ~R_i_c_h_ar_d_L_e_G_a__	 1 _rra~~~~~~~~~~__,!Date: ~6-~3-0_7~~~ 
Course 
~_ymber 

Administration 
of Justice 

Administration 
of Justice 

Administ 
ration of 

AJ 105 Public Safety Report 
Writing (Formally Public 
Safety Communications)1--------1! Justice 

History  M HIST HIST 151 History and Appreciation of Danco 
Dance- M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities . d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requ ires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

lecture Units lab Units Total Units
Lecture YQ 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 lecture Hours lab Hours Total Hours 
3 units - 48-54 3 units- 144-162 
4 units -64-72 4 units-192-216 48-54 	 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from ~-

Maximum 	 Credit/No-Enter number 
Enrollment: Credit ALLOW 
Credit/No- Yes or No TOP code0 (usually No) Credit ONLY 	 (choose only 1 ) ~ 

YES 


210500 


Yes or No 
(usually Yes) 

(click hro; fQ r TOP 
cQde w~~ite) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~·
1 (If more than 1. 1ustify with one of the following) be Because the course content differs each time it is offered ... 
~--+---~ 

.. MJsl. the student who repeats ii is gaining an expanded educational experience because skf//s and proficiencies are 
,___ __, enhanced by supervised repetition and practice within class periods 

.. MJsl. the student who repeats ii is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments is the basic means by which /earning objectives are 

...___ ____, obtained. 

taken 
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Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 

This course provides students with techniques of effectively communicating facts, 
information, and ideas in a clear and logical manner for a variety of public safety reports, i.e. 
crime/ arrest/traffic violation/incident reports, letters, memoranda, directives, and 
administrative reports. Students will gain practical experience in interviewing, note taking, 
report writing, and testifying. This course is intended for students pursuing a certificate or 
degree in Administration of Justice. 

To count words, select only the words within the catalog descnpt1on, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

Practical experience and techniques in public safety report writing and communications: 
interviewin , note takin , re ort writin , and testi in . 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course provides the student with skills to communicate effectively in a clear and logical 
manner in a critical area in public safety. This course is highly recommended by hiring 
agencies for all public safety personnel due to the factual nature of the reports and other 
written and verbal expression required in the professions. This course is specific to writing 

ublic safe re orts and a critical com onent for those enterin the ublic safe field. 
Prerequisite(s): 
Prer uisites o throu ha se arate a reval recess. See Forms E1-E4 for details. 

roval recess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes threu ha se arate a reval recess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followino: 

1 . Differentiate between the various reports that have to be prepared (arrest, crime 
and evidence). 

2. Identify and analyze each arrest and crime situation and prepare the appropriate 
report. 

3. Distinguish and utilize appropriate grammar, syntax, and vocabulary in preparing clear, 
concise, accurate, objective, and logical documents that are grammatically correct. 

4. Extract and organize information from a variety of sources into written and verbal reports 
describing/defining problems. 

5. Demonstrate the basic techniques of interviewing and testifying. 
6. Compose accurate and factual reports in the third person format that contain the 

reportable elements of incidents based upon the students' observation and listening skills. 
7. Articulate their written reports and demonstrate professional courtroom demeanor. 
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8. Evaluate and identify when the use of slang, jargon, acronyms, and/or technical terms is 
a ro riate. 
Course Content: (please number the outline of main topics and subtopics) 

I. 	 Introduction 
A. Survey of course outline 
B. Methods of instruction and evaluation 

c~ Gender reference 

D. 	 Definition of a report 
E. 	 Basics of a good report 
F. 	 Audiences for a Report 

II. 	 Report Writing Mechanics, Format, Style and Editing 
A. Probable Cause to Stop, Detain, Arrest and Search 
B. Use of first person and personal pronouns and nouns 
C. Avoidance of Jargon, repetitious words, and stilted words 

· D. Mechanics of your report 
E. Editing your report 

Ill. Writing sample reports 
A. 	Burglary 
B. 	Robbery 
C. 	Unknown/student to decide type of report 
D. 	Missing person 
E. Incident report 
F. Victim, witness, suspect and property description 
G. Arrest and vehicle impound 
H. 	Review sample reports, police, corrections and probation 

IV. Testimony 
A. 	 Preparation 


1 Review case reports/evidence 

2 Appearance/professional dress 


B. 	 Professional demeanor 
C. 	 Self-control 
D. 	 Defense Attorney Traps 
E. 	 Impartiality 
F. 	 Responding techniques 


1 Only respond when a question is asked 

2 Don't be confrontational with Attorneys 

3 Respond with clear and concise answers 

4 Don't give more testimony than asked 

5. 	 Don't speculate/Be truthful 

V. 	 Writing resources, tools 
A Electronic references, computers (Word processors) 
B. 	 Spell checkers 
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C. 	 Internet use 
D. 	 Books 


1 Commonly misspelled words 

2 Grammar/writing handbooks 

3 Thesaurus 

4 Dictionary 

5 Agency guides 


VI. Basic techniques of factual writing 
A. 	 Clear 


1 Voice - active vs. passive 

2 Tense - present vs. past 

3 Person - first vs. third 

4 Factual - objective vs. subjective 

5 Order - chronological vs. random 

6 Pronoun references 

7 Parallelism 

8 Word- common vs. obscure 


B. 	 Concise 
C. 	 Brief 
D. 	 Proofreading 
E. 	 Note taking 
F. 	 Organizing the Report 
G. 	Complete 


1 Who 

2 What 

3 When 

4 Where 

5 How 


...Yll. Basic planning processes 
A. 	 Organized information 
B. 	 Time management 
C. 	 Purpose 
D. 	 Audience (students need to be aware that their reports could end up in a number of 

different areas, i.e., personnel performance reports, disciplinary proceedings, United 
States Supreme Court Review, etc.) 

E. 	 Legal standards of writing 

VIII. Information sources 
A. 	 Interviews 
B. 	 Libraries 
C. 	 Internet 
D. Department guides 
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IX. Communication process 
A. 	 Observing 


1 Nonverbal 

2 Body language 


B. 	 Recording 

1 Written 

2 Audio 

3 Visual 


C. 	 Reporting 
1 	 Written 

a 	 Administrative reports 
b 	 Memorandums 
c 	 letters 
d 	 Directives 
e 	 Incident reports 
f 	 Incident notes 
g 	 Chain of Evidence logs 

2 	 Verbal 
a. Presenting the written report to a supervisor 
b. Presenting the written report and other information in the courtroom 

X. 	 Words 
A. 	 Simplification - Keep it simple spelling (KISS) 
B. 	 Common vs. obscure 
C. 	Verbs 
D. 	 Clarity 

XI. 	The Sentence 
A. 	 length 
B. 	 Content 

XII. The Paragraph 
C. 	Sequential sentences 
D. 	 Guidelines - agency specific 

XI 11. The Structure 
E. 	 Style - agency specific 
F. 	 Cohesive 
G. 	Purpose 
H. 	Complete 

XIV. Review of English Grammar, Syntax, and Construction 
A. Verb Forms and Tenses 
B. Agreement of Subject and verb 
C. Capitalization 
D. 	Punctuation 
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E. Internal Punctuation 
F. Adjectives and Adverbs 
G. Pronouns 
H. Topic sentences 

XV. Future of the criminal justice system and report writing 
I. Word processors 
J. Computerization 
K. Audio 
L. Video 
E. Internet 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

1. 	 Lecture and audio-visual presentations relating to the selection and 
preparation of the various reports used in the criminal justice field (example 
crime, arrest, evidence). 

2. 	 Student group activity involving victim, suspect and officer role playing, 
interviewing and interrogation and preparation of an appropriate police report. 

3. 	 Guest speakers (as available) to discuss the importance of report writing from 
the perspective of the supervisor approving, to the prosecuting attorney. 

4. 	 Use of overheads, white board and power point presentations. 
5. 	 Class exercises preparing various types of police reports using proper 

grammar, vocabulary and police terminology. 
6 	 Student verbal presentation regarding a crime report prepared by them to a 

supervisor (instructor) approving the report for processing. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

1. 	 Several tests on class lecture and text book readings to measure the students 
ability to prepare a police report using correct grammar, vocabulary and 
terminology. 

2. 	 Quizzes on assigned chapter readings to determine if the students are 
grasping and understanding the material. 

3. 	 Evaluation of student verbal presentations on reports prepared by them to a 
supervisor (instructor) for approval. 

4. 	 Student participation in class discussions 
5. 	 Identification and preparation of the appropriate report both written and oral 

when presented with a crime scenario 
6. 	 Evaluation of students interviewing and interrogation skills in various 

scenarios. 
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appropriate report. 
3. Visit a criminal courtroom while the court is in session and write a report on their 

observation regarding the testimony of the victim, witness or officer. 
4. Class presentation on selected topics were the student has to prepare a written report and 

verbally present it to the class. 
5. Homework assignment where the student prepares sample crime and arrest reports. 
6. Write a term paper regarding selected topics assigned by the instructor (example, The 

Importance of A Police Report In Court). 
Textbook (s) 

Re uired 1 : 

James E. Guffey Report Writing Fundamentals for Police and 

Correctional Officers 
Author Title 

IPearson/Prentice Hall I0-13-110212 l 2005 
Publisher ISBN Publication Date 
Required (2): 

Author Title 

Publisher ISBN Publication Date 
Required (3): 

Author Title 

Publisher ISBN Publication Date 

Su lemental 1 : 
Debbie J. Goodman Re ort It In Writin 
Author Title 

I Prentice Hall I 0-130976333-3 I 1995 
Publisher ISBN Publication Date 
Su lemental 2 : 
Joseph N. Davis Report Writing for Law Enforcement 2" 

edition 
Author Title 

I LawTech Publishing Io-915905-74-4 2004J 

Publisher ISBN Publlcation Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

AJ 105 rev JAN 08 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, Ca 92583 

Author: Richard LeGarra 
Dept: Administration ofJustice 

November 26 2005 

3.Discipline(s): 1. 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

1. Course Title: Criminal lnvesti ation 
If this course is having a subject or number change, the course author must include after the Course rrtle 
(formerly{Subj}{Course Number} le. Tee_hnol~----_:in the Clas_sroom (.i-_o_rm r1_yco_e_ 1__ 6_0>_ 
2. Course Number: 

__-- e_____ __ ____ 
.....IA_J_10_8_L__~--_-_ ___-__----"'--~-~-~---------' 

3. Miscellaneous: 
3a. Units/Hours 

Lectur~ 


Unjts/Hoyr~ 


1 unit-16-18 
2units - 32-36 
3units - 48-54 
4 units - 64-72 
5 units - 80-90 

Ym Lecture
Units/Hours Total Units Units Lab Units1unit - 48-54 


2units - 96-108 3 3 0
- +-
3units -144-162 
4 units-192-216 Lecture 
5 units - 240-270 Total Hours Hours Lab Hours 

48-54> 48-54 0I + 
3b. Credit Type 

x Transfer Credit (1 oo & higher) 
(click here for Transfer Form) 

Degree Credit 
(70 & higher) 

Non-Degree 
Credit (69 & lower 

3c. AA/AS Degree PatternLJ General Ed Breadth 

I~rea(s) t 

3d. Maximum Enrollment: 

3e. Credit/No Credit ONLY 

3f. Credit/No Credit ALLOW 

40 
NQ 
YES 

Enter number 

Yes or No (usually No) 

Yes or No (usually Yes) 

3g. Can be taken [ 1___-• __ J time(s) for credit(maximum4): 
(If more than 1, justify with one of the following) 

[J It Is a lab class that emphasizes the development of skills over time 

EJ It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 210500 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
Basic criminal investigation fEJchniques including discussions ofthe theories of criminal 
law, criminal evidence and crime scene-identifteation tasks. Crime scene report writing· 
and diagramming; ethics in_law enforcement especially as they relate to the criminal 
investi ator; collection and reservation of sical evidence; sources of information; 
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interviews and interrogation. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If vou select the entire box that the words are within, it won't give an accurate count. 
5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
gray box below). 

Investigation of crime scenes including collection and preservation of physical 
evidence; scientific aids; modus operandi; interviews and interrogation; follow up 
and case preparation. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If vou select the entire box that the words are within it won't qive an accurate count. 
6. Need/Justification (in gray box below) 


An understanding of the basic elements of crime scene investigation is crucial to 

those individuals in this field or those desiring to enter this field. 

7a. Prerequisite(s) (in gray box below): 

Prerequisites go through a separate approval process. See Forms E1-E4 for details. 

None. 
7b. Corequisite(s) (in gray box below): 
Corequisites go through a separate approval process. See Forms E1-E4 for details. 


None. 

7c. Recommended Pr~,,e~ration (in gray box below): 

Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 

details. 

None. 

7d. Other Enrollment Criteria: 

None. 

8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the following: 
1. Describe the need and importance of the preliminary crime scene investigation 

and follow-up investigation. -
2. Identify the different types of crimes and the specific investigative needs. 
3. Demonstrate an und!f~f.anding of the legal issues involving crime scene 

investigation. 
4. Demonstrate how the crime scene and evidence is protected. 
5. Assess what are the needs of each crime scene area and who to call. 
5. Demonstrate knowledge of what to do as the first officer/investigator at a crime 

scene. 
6. Demonstrate how a crime scene should be drawn or sketched. 
7. Demonstrate how to complete a crime investigation and related reports. 
8. Identify the various different scientific tools available to an investigator and 

how they are used. 
9. Demonstrate verbally and in written form what an investigator should do 

to prepare a case for court. 
10. Describe the importance of an interview and interrogation of a victim, 

witness or suspect. 

9. Course Content: (outline of main topics and subtopics in gray box below) 
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1. Criminal Investigation an Overview 
a. Introduction 
b. Criminal investigation definitions 
c . Goals of criminal Investigation 
d. Characteristic of an Effective Investigator 
e. The Preliminary Investigation 
f. Crime Scene Investigators 
g. Follow·up Investigation 
h. Computer-aided investigations 
i. Interrelationships with others 
j. Avoiding civil liability 

2. Documenting the Scene 
a. Field notes 
b. When to take, what to record and how to take notes 
c. lnvestigatJve photography, advantages and disadvantages 
d. Training and using investJgative photography 
e. ldentJfying, filing and maintaining contJnuity of evidence 
f. Crime-scene sketching 
g. Computer-Assisted Drawing 
h. Admissibility In court 

3. Searches 
a. Legal searches and Fourth Amendment 
b. The Exclusionary Rule 
c. The Crime-Scene Search 
d. Search patterns 
e. Other types of lnvestJgative searches 
f . Use of dogs in searching 

4. Forensics/Physical Evidence 
a. Definitions 
b. Investigative equipment 
c. Discovering, recognizing and examining evidence 
d. CollectJng, marking and identifying evidence 
e. Packaging and preserving evidence 
f. Transporting evidence 
g. Ftequently examined evidence 
h. Evidence handling and infectious disease 
i. Protecting and storing evidence 
j. Admissibility of evidence in court and final disposition 

5. Obtaining Information 
a. Sources of information 
b. Interviewing and Interrogation 
c. Questing Children and Juveniles 
d. Evaluating and corroborating evidence 
e. Scientific aids to obtaining and evaluating evidence 
f. Use of Psychics and profilers 
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6. Identifying and Arresting Suspects 
a. Identifying suspects at the scene 
b. Developing a suspect 
c. Locating suspects 
d. Identifying suspects 
e. Surveillances, undercover assignments and the Constitution 
f. Raids and legal arrests 

7.Deathlnvestigations 
a. Classification 
b. Elements of the crime 
c. Challenges in the investigation 
d. Suicide 
e. The Preliminary investigation 
f. Discovering and identifying the victim 
g. Estimating death 
h. Drug related and vehicular homicides 
i. Witnesses and suspects 
j. The Medical Examination and death notification 

8. Assault, domestic violence and stalking 
a. Assault and overview and classification 
b. Elements of the crime 
c. Proving the crime 
d. Investigating domestic violence, elder abuse and stalking 

9. Sex Offenses 
a. Classification of crimes 
b. Obscene telephone calls 
c. Rape/sexual assault 
d. Sex offenders 
e. Police response 
f. Victim's medical examination 
g. Interviewing the victim and witnesses 
h. Interrogation of suspect 
I. Prosecution 
j. Sex offender registration and notification 

10. Crimes against children 
a. Extent of the problem 
b. Classification of crimes and terminology 
c. Effects of child abuse 
d. Initial report and response 
e. Interviewing abused children 
f. Evidence 
g. The suspect 
h. Child sexual abuse rings 
i. Missing children 
j. Children as witnesses 



p. 5 of 8 Integrated Course Outline of Record Form B 

11. Robbery, Burglary 
a. Classification and elements of crime 
b. Preliminary investigation and providing elements 
c. The complete investigation 
d. False robbery reports 
e. Recovering stolen property 
f. Receiving stolen property 

12. Larceny/Theft 
a. Elements of crimes 
b. Types of Larceny/theft 
c. Fraud, white collar crime 
d. Environmental crime 
e. Preventing 

13. Motor vehicle theft 
a. Motor vehicle identification 
b. Classification and etements of crime 
c. Interstate transport 
d. Insurance fraud 
e. Recovering and abandoned or stolen vehicle 
f. Thefts of other types of vehicles 

14. Arson, bombs and explosives 
a. Classification and elements of the crimes 
b. Responding to the scene and preliminary investigation 
c. Search warrants and fire investigation 
d. Investigating bombings and explosions 

15. Computer crime 
a. Scope of the problem 
b. Terminology 
c. Storing and retrieving information 
d. Classification of computer crimes 
e. Viruses, search warrants 
f. Preliminary investigation and follow-up 
g. Investigative team and resources available 

16. Organized crime, bias/hate and ritualistic crime 
a. What is organized crime, bias/hate crime and ritualistic crime? 
b. Characteristic of organized crime and threats of specific groups 
c. Decline in organized crime 
d. Bias/Hate crime and motivation 
e. Police response to Bias/Hate crimes 
f. Ritualistic crime, terminology, symbolism 
g. Investigative methods in investigating these crimes 

17. Gang related crime 
a. Gangs defined and extent of the problem 
b. Why do people join? 
c. Types of gangs 
d. Gana membership. leadership and oraanization 
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e. Gang activities and investigating activities 
f. Prosecuting gang related crimes 

18. Illegal drugs and terrorism 
a. Seriousness and extent of the problem 
b. Classification of controlled drugs 
c. Investigating illegal possession or use of controlled substances 
d. Investigating illegal sales and distribution 
e. Clandestine drug laboratories 
f. Investigative aids 
g. Drug asset forfeiture 
h. Terrorism and terrorists as criminals 
i. Local law enforcement response 

19. Writing reportst preparing for court and presenting cases in court 
a. Importance of reports 
b. Organizing information 
c. Structuring the narrative 
d. Characteristics of effective reports 
e. Evaluating your report 
f. Taping and dictating reports 
g. Computerized report writing 
h. Nonprosecution 
i. Closing a case by arrest and prosecution 
j. The Trial and testifying 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction may include, but are not limited to the following: 
1. Lecture presentation and classroom discussion of the investigative process 

regarding the various crimes investigated. 
2. Definition, identification and classification of crimes 
3. Large and small facilitated group discussion of various crime scene 

Investigations. 
4. Conducting mock crime scene investigations. 
5. Video/DVD when available to enhance lecture material. 
6. Discussion and review of actual criminal investigations. 
7. Guest speakers to enhance the understanding of the importance of criminal 

Investigations. 
8. Discussion of current events that pertain to the lecture material. 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the followino: 
1. Students will be evaluated on class participation regarding simulated crime 

scene investigations, identifying and classification of crimes and the 
preparation of related reports. 

2. One or two mid-term examinations with a final examination. The examinations 
will cover student understanding of terminology, knowledge of the subject, 
criminal statutes and ability to evaluate crime scene information. 

3. During this course the student will complete a writing assignment that will 
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include the gathering of information at a mock crime scene and analysis of the 
information. 

4. Students will be evaluated on current events they bring to class and their 

presentation of the event. 


5. The student will be asked and evaluated on their ability to prepare a case for 
court and what concerns they should have in testifying to verbally demonstrate 
what 

'"----·--·---·-···--·--··~·-~··-'· ·- - ·· 
12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing. as well as out of class assignments are 
required. These assignments may include but are not limited to the following: 
1. Answering discussion questions at the end of each chapter. 
2. Preparing a paper on a selected topic. 
3. Presentation of a current investigative event found in a newspaper or 


magazine. 

4. Read, brief and orally present selected court cases. 
5. Participate in a mock crime scene and prepare a report. 
6. Work in small or large classroom groups to review, discuss and present 


assigned to~ics. 


13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 
~.ne W. Bennet and Karen M. Hess 

lAuthor\ 

Crimi!'al l nvesti..a_~_!ion P' e~ition .......___ 

(Title) 

Thompson/Wadsworth 0-534-61524-4 2004 
(Publisher) ISBN (Publication Date) 

(2) Required: 
Charles R. Swanson. Neil C. Chamelin and Leonard Territo 

(Author) 

Criminal lnvestlg~tion 8th edition,_ 
(Title> 

McGraw Hill 00-07-248592-2 2003 
Wublisher) ISBN (Publication Date) 

(3) Required: 
James N. Gilbert •. ··-· 

( 'Author) - · .. 
CriO'li.'.:lal Investigation 6th edition 
CTltle\ 

Pearson/Prentice Hall 0-13-11 2288·6 2004 
lPublisher) ISBN lPubllcation Date) 

(1) Supplemental: 

State of California
-CAUthOr) 
Current California Penal Code 
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<Title) 

Gould Publications 0-87526-268-6 2005 
(Publisher) ISBN 

(2) Supplemental: 

(Author) 

(Title) 

(Publisher} ISBN 

(3) Suoolemental: 

(Author) 

(Title) 

(Publisher) ISBN 

Other Reference Materials/Supplies 

(Publication Date) 

(Publication Date} 

(Publication Date) 
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14-Jul-201 O 

Title 

Submitted by: 
Course 
Number 

Computer 
Information 
Systems 

CIS CSIS 181 Computer Hardware - Level 1 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

!.!!!.!: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{SubjXCourse Number}) i.e. Technology in the Classroom !formerly COE 1601. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units
Lecture .b!Q 
Unit~HOU[I Units/Hours 4 0 - 4+ 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units-64-72 4 units-192-216 64-72 + 0 -- 64-72 
5 units - 80-90 5 units - 240-270 

Maximum TOP code 	 (click here for TOP Enter number 	 0708.20(choose only 1 ) code website) 

Pass/No Pass 
Enrollment: 

Yes or No 

(usually No) 
ONLY 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~Can 
1 (If more than 1, justify with one of the following)be '"-----+--"'Bec~au="-se'°"the course content differs each time It Is offered ...D ... i!!J1. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

,______...., enhanced by supervised repetition and practice within class periods ... l!1SJ. the student who repeats it is gaining an expanded educational experience because active participatory

D experience In Individual study or group assignments Is the basic means by which /earning objectives are 

taken 

obtained. 
~--~ 

Ostand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a non-degree applicable credit course or a degree applicable credit course which Is not part ofa degree or state certificate and Is not 
approved In one of the GE areas. Ifa course Is only approved In an employment concentration certificate, It Is considered Stand Alona. If course Is Stand 
Alona, indicate In Stand Alone field on Form A 1. 

AAJAS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~- In the box below, justify placement 

REV 5/10 
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for each general education area indicated using the general education definitions and student learning outcomes found ~. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onlv describe the course). (75 words or less in qrav box below). 

This course introduces the basics of computing hardware technologies and the tear-down 
and assembly of a computer system. The features and functions of all major computing 
system hardware components are covered along with techniques for their installation and 
configuration. Operating system fundamentals are studied, especially in relation to hardware 
configuration and troubleshooting. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the 
entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course introduces the student to industry standard technologies and provides the 
student with the opportunity to examine career opportunities within our IT specializations. 
This course is a requirement for students in the Computer Hardware Specialist employment 
concentration. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E5 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None 
Corequisite(s): 
Cor uisites o throu h a se arate a 

None 

roval rocess. See Forms E1-E5 for details. 

See Forms E1-E5 tor details. 

None 
Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followin : 

1 . 	 Explain the basic functions of a computing system. 
2. 	 Plan for, prepare, set up and maintain computer hardware. 
3. 	 Apply systems concepts in the investigation, evaluation, and resolution of hardware 

problems. 
4. 	 Evaluate and assess computing and networking hardware and software problems 

using troubleshooting strategies and techniques. 
5. 	 Evaluate and assess workplace factors and use the appropriate safety and 

environmental procedures when working with hardware components. 
6. 	 Evaluate and recommend computing hardware products and services. 
7. 	 Demonstrate working effectively as a member of a team to accomplish common 

goals. 
8. 	 Analyze technical information, as well as listen effectively to, communicate 

orally with, and prepare memos, reports and documentation for a wide range of 
audiences. 

9. 	 Investigate and assess new sources of information and learning opportunities to stay 
abreast of emerging information and computing technologies. 

10. 	 Pre are a list career aths related to the ro ram of stud , as well as an 
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qualifications and/or professional certifications that may be associated with those 
careers. 
Course Content: (please number the outline of main topics and subtopics} 

1. Course. Intro 
a. Hardware Technician duties 
b. Industry needs 
c. Industry certification (CompTIA) 

2. Hardware Components 
a. Input output devices 
b. Storage devices 
c. Processors 
d. Motherboard components 

3. Tech Environment 
a. Job roles and responsibilities 
b. Customer service 

i. Interviewing guidelines 
ii. Setting customer expectations 
iii. On-site issues 
iv. Remote (phone) issues 
v. Dealing with difficult customers 
vi. Paperwork 

c. Tracking systems 

4. System Form Factors 
a. Towers and desktops 
b. Low-profile desktop 
c. Laptop 
d. Rack-mounted servers 

5. Electricity Fundamentals 
a. AC/DC 
b. Hot neutral ground 
c. Common electronic components 
d. Power supplies 
e. Safety measures 
f. Tools and tool kits 
g. Troubleshooting the electrical system 

6. Motherboards 
a. Motherboard types and features 
b. Bios and the boot process 
c. Maintaining, installing and configuring motherboard 

7. Processors 
a. Types and characteristics of processors 
b. Cooling methods and devices 
c. Evaluatino, selectino, and installing processors 
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d. Troubleshooting 

8. Memory 
a. Memory technologies 
b. Upgrading memory 
c. Troubleshooting memory 

9. Hard Drives 
a. Drive technologies 
b. Drive interface standards 
c. Raid 
d. Floppy drives 
e. Evaluating, selecting and installing hard drives 
f. Troubleshooting hard drives 

10. 1/0 Devices 
a. Type and characteristics of i/o devices 
b. 1/0 ports on the motherboard 
c. Expansion cards 
d. Evaluating, selecting, and installing 1/0 devices 
e. Using the device manager 
f. Troubleshooting 1/0 devices 

11. Multimedia Devices 
a. Multimedia adapter cards 
b. Optical storage technology 
c. Removable storage 
d. Evaluate, select and install multimedia peripherals 
e. Troubleshooting multimedia devices 

12. Networking 
a. Networking technologies 
b. Local network hardware option 
c. Connecting a computer to a network 
d. Software features (Windows) 

13. Networking Practices 
a. Connecting to the internet 
b. Setting up a SOHO network 
c. Tools and utilities for troubleshooting network problems 
d. Troubleshooting network connections 

14. Notebooks 
a. Support issues 
b. Diagnostics tools 
c. Notebook peripheral devices 
d. Troubleshooting and replacing internal parts 
e. Common activities 

REV 5/10 




Mt. San Jacinto College 

Page 5of7 Integrated Course Outline of Record FormB 


15. 	 Printers 
a. 	 Printer types and characteristics 
b. 	 Evaluating, selecting and installing printers 
c. 	 Sharing printers 
d. 	 Maintaining printers 
e. 	 Troubleshooting printers -

16. 	 Life-Long Leaming 
a. 	 Web resources 
b. 	 Relevant publications 
c. 	 Other educational opportunities 

17. 	 Career Options 
a. 	 How this course relates to standard job classifications 
b. Relation to industry and vendor certification paths 
c. 	 Overview of technical skills 
d. 	 Overview of soft skilf s 

Methods of Instruction: (please number and be reflective ot a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

1. 	 Lecture on bac;kground and history of personal computing. 
2. 	 Guided discussion on troubleshooting guidelines and techniques. 
3. 	 Guided practice and hands-on activities installing and configuring hardware. 
4. 	 Pair and small-group problem solving and discussion on troubleshooting computer 

problems. 

Methods of Evaluation: A student's grade shall be detennined by the instructor using multiple measures of perfonnance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

1. 	 Tests that demonstrate mastery of course objectives. For example: multiple choice 
questions on hardware and peripheral device features; case/narrative problems that 
typify computing problems to elicit an effective troubleshooting strategy. 

2. 	 Participation in guided discussion topics on operationafp~3~eaures and safety in the 
workplace will be evaluated on contribution, suitability (applicability to the topic at 
hand), and content. In regard to written participation activities, evaluation might also 
consider completeness (were all 'talking points' [electro-static discharge awareness, 
power monitoring, clean work environment, safety policies, ... ] addressed in the 
response) and presentation (spelling, grammar, and format). 

3. 	 Homework assignments that demonstrate an understanding of networking 
fundamentals, terminology and protocols, will be graded on the accuracy of the 
descriptions and definitions, and the descriptions and comparisons of the protocols 
under discussion. 

4. 	 Student projects that demonstrate the ability to tear-down a PC, identify manufacturer 
and model of all significant components, and reassembly of the unit will be evaluated 
on functionality (does the reassembled machine work), completeness (were all major 
components identified and documented), and documentation (spelling, grammar, 
formattin , dia rams and illustrations . 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readi and writin , as well as out of dass assi nments are r uired. These assi nments ma include but are not limited to the followi 

Example Assignment 1: 

Disassemble and reassemble the workstation into its ma·or com onents. 
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In class exercise "Take Apart a Computer and Putting It Back Together", in chapter 3 titled: 

PC Repair Fundamentals: Real Problem 3-1. 

When you have completed disassembling the workstation notify the instructor to receive 

credit and feedback. Once credit is given, reassemble the workstation. Notify the instructor 

once reassembled to receive credit and feedback. 


Example Assignment 2: 

Use the Internet to research which peripheral device is warranted to store 20GB of backup 

data. Prepare a purchase requisition for a suitable device. Tum in the write up of the 

purchse requisition. 


Example Assignment 3: 

Complete the even-numbered 'review the basics' questions from the back of the chapter and 

tum in at the beginning of the next class session. 

1. 
2. What are the four system bus frequencies used by current Intel processors? 
3. 
4. What is the name of the memory cache that is on the same die as the processor? 
5. 
6. What is the name of the Intel technology that allows a processor to handle multiple 
threads at the same time? 
7. 
8. What is the name of the memory cache that is shared by cores in a multi-core 
processor? 
9. 
10. Which is the first computing technology used by a processor to support repetitive 
looping whereby a processor receives an instruction and then applies it to a stream of data 
that follows? 
11. 
12. Which Intel processor family is better performing, the Pentium family or the Core 
family? 
13. 
14. What are the two major components of a processor cooler assembly? 
15. 
16. If the power connector from the CPU fan has only three pins, it can still connect to the 
4-pin header, but what functionality is lost? 
17. 
18. Name three tools that can be used to rid the inside of the case from dust. 
19. 
20. List three possible causes of a system hanginq or freezing at odd times. 
Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Jean Andrews A+ Guide to Managing & Maintaining Your 

PC 
Author TltJe 

ICengage Leaming I9781435497788 I12/2009 
Publisher ISBN Publication Date 

Required (2): 

Author TitJe 
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Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

I 
Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 
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Submitted by: ~D_o_n_J_e_n_ki_n_s_/_B_il_B_erg~in_______~I Date: I04-SEPT-08 
Subject Course 

(select from this 
Ii Number Title 

Computer CIS CSIS 182 , Computer Forensics 
Information 
Systems 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click ~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 0 - 3+ 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units-64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from ltl!.lL!Jfil. 

Maximum Credit/No YES 

0708.00 

Yes or No Enter number (usually Yes) Credit ALLOWEnrollment: 
Credit/No Yes or No TOP code (click here for TOP 

(usually No) code website)CreditONLY (choose only 1 ) 

time(s) for credit (max 4) (More detailed information on course repeatability can be found tl.fil§.).Can 
1 (ff more than 1, justify with one of the following) be ~--+--'Bec~a""u"'"se""the course content differs each time It Is offered ... 

... iHJS!. the student who repeats it is gaining an expanded educational experience because skllls and proficiencies are 
1------1 enhanced by supervised repetition and practice within class periods 

. iHJS!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments Is the basic means by which teaming objectives are 
obtained. 

taken 

~-~ 

Catalog Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 
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This course introduces students to the techniques and tools of computer forensics 
investigations. Students will receive step-by-step explanations on using the most 
popular forensic tools. Topics include coverage of the latest technology secondary 
devices including hard drives, PDAs, cell phones, and thumb drives. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

Introductory computer forensics course using advanced technologies to collect and 
anal e information stored on di ital devices. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

Skills taught in this class will prepare students for an entry level forensics 
occu ation. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

A. Identify the crimes committed using digital devices. 
B. Define the role of a digital forensics technician in investigating crimes or 

incidents. 
C. Evaluate and select the appropriate tools for collecting and analyzing information 

stored on a given digital device. 
D. 	Prepare a chain of custody document to collect and analyze information stored 

on digital devices. 
E. 	Prepare a "presentation of findings" that includes how to use evidence obtained 

during an investigation for civil or criminal proceedings. 
F. 	 Convey technical information regarding a computer forensics event to a 

colleague via a technical report or technical presentation. 
G. 	Research the effects of HIPAA. SOX, GLBA, and other developing legal 

guidelines/regulations/laws on investigations and possible legal or corporate 
violations. 

Course Content: (please number the outline of main topics and subtopics) 

A. Precursor/Introduction to Computer Forensics 
a. 	Computer Forensics and Investigation Processes 
b. Understanding Computing Investigations 
c. 	Civil cases 
d. Criminal cases 
e. 	The Investigator's Office and Laboratory 
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B. Acquisition 
a. 	MS-DOS Acquisition Tools 
b. Windows Acquisition Tools 
c. 	Data Recovery Guidelines 
d. Processing Crime and Incident Scenes 

C. 	Analysis 
a. 	Working with Windows and DOS Systems 
b. 	Current Computer Forensics Tools 
c. 	Macintosh and Linux Boot Processes and File Systems 
d. 	Computer Forensics Analysis 
e. 	Recovering Image Files 
f. 	 Network Forensics 
g. E-mail Investigations 
h. PDAs, Cell Phones, Thumb drives, U3 drives 

__..-_.,,, 

D. 	Reporting, Legal, Retention 
a. 	Trial Process 
b. Report Structure 
c. 	Report Findings 
d. Documenting Evidence 
e. 	Expert Consultant 
f. 	 Ethics and High Tech Investigations 

E. 	Network Forensics · 
a. 	Internet Fundamentals 
b. Network Logs 
c. 	Network Sniffers 
d. 	Microsoft Tools 
e. 	 UNIX/Linux Tools 

F. 	 E-mail Investigations 
a. 	E-mail Messages 
b. E-mail Headers 
c. 	E-mail Forensic Tools 
d. Microsoft E-mail Servers 
e. 	UNIX E-mail Servers 
f. 	 Novell Group Wise 

Methods of Instruction: (please number and be reflective ot a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

A. Lecture on components and core functions using forensics tools. 
B. Lecture, and demonstrate different types of forensics software programs. 
C. 	Hands-on activities to analyze and retrieve conspicuous data from hard drives, 

PDAs' and other secondary storage devices. 
D. 	Case assi nments demonstratin followin local and federal statutes. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

A. Graded assignments from textbook. Apply Your Knowledge requires students to 
o 	 n and mani ulate a file on the Data Disk and follow instructions for 



Mt. San Jacinto College 

Page4of4 Integrated Course Outline of Record FormB 


completing assignment. 
B. Tests that demonstrates the student•s ability to use the correct procedure when 

retrieving data from a suspect. 
C. 	Given a scenario students will recover hidden data created by the following: bit

shifting and steganography. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writi , as well as out of dass assi nments are r uired. These assi nments ma indude but are not limited to the followin : 

Investigate and report on a forensic case study using a crime library website. 

Identify the area of forensics that plays a significant role in documenting, analyzing, 

and extracting forensic data from secondary storage devices. 

lndentify the appropriate forensic tools to acquire digital data from Microsoft 

Operating Sytems. 

lndentify the appropriate forensic tools to acquire digital data from UNIX or Linux 

Operating Systems. 

Specify specific strategies for situations where the investigator will need to work 

with law enforcement, and express in writing what areas need to be addressed when 

le al a encies are brou ht into the case. 


Textbook (s): The required college-level textbooks may inciude, but are not limited to the following: 

Re uired 1 : 
Bill Nelson, Amelia Phillips, Frank Guide to Computer Forensics and 
Enfinger, & Christopher Steuart. Investigations, Third Edition. Course 

Technol 2008 
Author 	 Title 

I Course Technology 	 I1-4180-6733-4 IJanuary 2008 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

CSIS 182 new FEB 09 
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Submitted by: 
Subject 

(select from this 
h 

Course 
Number 

14-Jul-2010 

Computer 
Information 
Systems 

CIS CSIS 214 Principles of Database 
Management Systems 

Course Number: a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{SubjHCourse Number}) i.e. Technology in the Classroom (fonnerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units
!&£!!!r! Y.12 
!Jnlts/HQyrs Units/HQyrs 3 + 0 -- 3 
1 unit-16-18 1 unit- 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 48-54 	 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

Maximum TOP code 	 (click here for TOPEnter number 	 0707.20(choose only 1 ) code website) 

Pass/No Pass 
Enrollment: 

Yes or No 

(usually No) 
ONLY 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~
1 (If more than 1, justify with one of the following),______~be Because the course content differs each time It is offered ... D ... MJS!. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 

,_____, enhanced by supervised repetition and practice within class periods ... itIJl the student who repeats it is gaining an expanded educational experience because active participatory

D experience in Individual study or group assignments Is the basic means by which learning objectives are 
._____, obtained. 

taken 

Dstand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a non-degree applicable credit course or a degree applicable credit course which Is not part of a degree or state certificate and Is not 
approved In one of the GE areas. If a course is only approved In an employment concentration certificate, It Is considered Stand Alone. If course Is Stand 
Alone, Indicate In Stand Alone field on Form A 1. 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~- In the box below. justify placement 
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for each general education area indicated using the general education definitions and student learning outcomes found ~. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onlv describe the course}. (75 words or less in orav box below}. 

This course introduces the theory and principles of relational database management 
systems. Students will apply these concepts in the design and development of a simple 
database application. Topics to be covered include data modeling, logical and physical 
database design, normalization and denormalization, and client-server and distributed 
database architectures. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the 
entire box that the words are within, it won't give an accurate count. 


Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 

Please onl describe the course . 25 words or less in ra box below . 


Students will use database modeling software to design and implement a simple relational 
database a lication. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The CIS department offers courses that are designed to help students transfer, as well as to 
prepare them for employment in the Computing and Information Technologies disciplines. 
This particular course is part of our database certificate series and is designed for students 
and workin rofessionals who are lookin to further develo their database-related skills. 
Prereguisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E5 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None 
Coreguisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E5 for details. 

None 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval recess. See Forms E1-E5 for details. 

None 
Other Enrollment Criteria: 
See Forms E1-E5 for details. 

None 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followinq: 

1. 	 Prepare a description of the differences in the roles and responsibilities of data 
administration and database administration. 

2. 	 Create logical database designs using entity-relationship diagrams. 
3. 	 Evaluate a database design in terms of normal forms, and be able to transform a 

design to 3NF. 
4. 	 Prepare physical database designs. 
5. 	 Assess the performance of a database and choose the appropriate denormalization 

techniques to improve performance of a database application. 
6. 	 Prepare script files that will create a database. 
7. 	 Evaluate and select the appropriate software tools to facilitate automatic creation of 

databases. 
8. 	 Compare and contrast the key features of client-server and multi-tier architectures as 

they apply to database technologies; compare and contrast the key technologies in 
distributed database systems. 

9. 	 Demonstrate working effectively as a member of a team to accomplish common 
goals. 
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10. 	 Analyze technical information, as well as listen effectively to, communicate 
orally with, and prepare memos, reports and documentation for a wide range of 
audiences. 

11. 	 Investigate and assess new sources of information and learning opportunities to stay 
abreast of emerging information and computing technologies. 

12. 	 List career paths related to the program of study, as well as any qualifications and/or 
professional certifications that may be associated with those careers. 

Course Content: (please number the outline of main topics and subtopics) 

1. 	 Introduction to the database environment 
a. 	 Business computing systems 
b. 	 Information systems 
c. 	 Information system functionality 
d. 	 Systems development life cycle 
e. 	 Database environment 

2. 	 Database development life cycle 
a. 	 Database analysis 
b. 	 Database design 
c. 	 Database implementation 
d. 	 Database maintenance 

3. 	 Using Entity-relationship modeling to support Database analysis 
a. 	 Entity Type 

i. 	 Attributes 
ii. 	 Strong Entities 
iii. 	 Weak Entities 

b. 	 Relationships 
i. 	 Degree 
ii. 	 Cardinality 

4. 	 The Enhanced Entity-Relationship Model 
a. 	 Subtypes 
b. 	 Supertypes 
c. 	 Relationship Constraints 

5. 	 Logical DataBase design 

6. 	 Transforming Entity-Relationship diagrams into relations 

7. 	 Using Normalization techniques to support Database design 
a. 	 Normalization 
b. 	 Advanced normalization 

8. 	 Create a Database 
a. 	 SQL DDL 
b. 	 Scripting . 

9. 	 Database Implementation Issues 
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a. 	 Client-server architecture 
b. 	 Three-tier architectures 
c. 	 Distributed databases 
d. 	 Partitioning Applications 

10. 	 Database administration concepts 
a. 	 Installation 
b. 	 Backup and recovery 
c. 	 Managing users 

11. 	 Data Warehousing 
a. 	 Basic concepts 
b. 	 Data Warehousing architectures 

12. 	 Life-Long Leaming 
a. 	 Web resources 
b. 	 Relevant publications 
c. 	 Other educational opportunities 

13. 	 Career Options 
a. 	 How this course relates to standard job classifications 
b. Relation to industry and vendor certification paths 
c. 	 Overview of technical skills 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

1. 	 Lecture on database concepts and the database applications development life cycle. 
2. 	 Guided discussion on database implementation issues. 
3. 	 Guided practice and hands-on activities converting E-R diagrams into physical 

database designs. 
4. 	 Pair and small-group problem solving and discussion on normalization techniques and 

problems. 
Methods of Evaluation: A student's grade shall be detennined by the instructor using multiple measures of perfonnance 
related to the course objectives. Methods of evaluation mav include but are not limited to the followino: 

1. 	 Tests that demonstrate mastery of data administration and database administration 
concepts, ER diagram syntax and interpretation, database design and design 
interpretation, and normalization techniques. For example, multiple-choice questions 
on database concepts and the development life cycle case/narrative problems on 
modeling techniques. 

2. 	 Participation in guided discussion topics and topics on database administration will be 
evaluated on contribution, suitability (applicability to the topic at hand), and content. In 
regard to written participation activities, evaluation might also consider completeness 
(were all 'talking points' [user and account mgmt, backup and recovery strategies, ... ) 
addressed in the response) and presentation (spelling, grammar, and format). 

3. 	 Homework assignments that demonstrate skills mastery in ER modeling and 
normalization. Homework will be evaluated on completeness (were each of the major 
elements in the problem description accounted for), correctness (were the appropriate 
symbols used, and is the diagram syntactically correct), effectiveness (is the overall 
design normalized to at least 3NF) and presentation/documentation (spelling, 
grammar, formatting, is the accompanying narrative written at the appropriate level for 
the intended reader). 
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Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writi , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Example Assignment 1: 

E/R Projects. Given a database scenario draw an Entity Relationship diagram that captures 

the data needs and functionality described in the problem. (From Modem Database 

Management, by Jeffrey Hoffer) 


A bank has three types of accounts: checking, savings, and loan. Following are the attributes 

for each type of account: 

Checking: acct_no, date opened, balance 

Savings: acct_no, date opened, balance, interest rate 

Loan: acct_no, date opened, balance, interest rate, payment 


Assume that each bank account must be a member of exactly one of these subtypes. Using 

generalization, develop an EER Model segment to represent this situation using: the 

traditional EER notation, the Visio notation, and the subtypes I supertypes notation. Be sure 

to include a subtype discriminator. 


Example Assignment 2: 

Compare and contrast the following terms: 


a. Data administration; database administration 
b. Repository, data dictionary 
c. Deadlock prevention; deadlock resolution 
d. Backward recovery; forward recovery 
e. Active data dictionary; passive data dictionary 
f. Optimistic concurrency control; pessimistic concurrency control 
g. Shared lock; exclusive lock 
h. Before-image; after-image 
i. Two-phase locking protocol; versioning 
j. Authorization; authentication 
k. Data backu ; data archivin 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Hoffer/Prescott/McFodden Modem Database Mana ement 
Author Title 

IPrentice Hall I91ao13aoo391 s I 0312ooa 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1): 

Author Title 
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Publisher ISBN Publication Date 

I 
Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 
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Submitted by: 14-Jul-2010 
Subject Course 

(select from this 
Ii Number 

Computer CIS CSIS 241A Database Server 
Information Administration - Level 1 
Systems 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{SubjHCourse Number}) i.e. Technology in the Classroom (fonnerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total UnitsLab 
Unit§[HQY!:i Unit§[Hours 3 + 0 -- 3 
1 unlt-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

ill1Yr! 

Maximum TOP code (click here for TOP Enter number 0707.20(choose only 1) code website) Enrollment: 
Pass/No Pass Yes or No 

(usually No) ONLY 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1, justify with one of the following)be 

~--+--B_ec_a_u_se_,the course content differs each time It Is offered ... 

D .. !!!111, the student who repeats it is gaining an expanded educational experience because skills and proficiencies aretaken 
r-------J enhanced by supervised repetition and practice within class periods ... !!!111, the student who repeats it is gaining an expanded educational experience because active participatory

D experience In Individual study or group assignments Is the basic means by which /earning objectives are 
obtained. 

~--~ 

Dstand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a non-degree applicable credit course or a degree applicable credit course which Is not part ofa degree or state certificate and Is not 
approved in one of the GE areas. Ifa course Is only approved In an employment concentration certificate, It Is considered Stand Alone. If course ls Stand 
Alone, Indicate fn Stand Alone field on Form A1. 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from~. In the box below, justify placement 
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for each general education area indicated using the general education definitions and student learning outcomes found ~. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onlv describe the course). 175 words or less in orav box below). 

This course introduces the tools and methodologies of database administration. Database 
architectures will be studied, especially in regard to installation and configuration issues. 
Students will install and configure a functioning multi-user database system. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the 
entire box that the words are within, it won't give an accurate count. 

SchedU I e Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

Installing and configuring a multi-user database. Instruction will include hands-on activities 
with IBM DB2, MS SQL Server, M SQL, and/or Oracle database s stems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The CIS department offers courses that are designed to help students transfer, as well as to 
prepare them for employment in the Computing and Information Technologies disciplines. 
This particular course will be part of our database certificate series and is designed for 
students and working professionals who are looking to further develop their database-related 
skills. 
Prereguisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E5 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None 
Coreguisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E5 for details. 

See Forms E1-E5 for details. 

None 
Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

1. 	 Prepare a description of the general responsibilities, and list the typical day-to-day 
activities of a Database Administrator. 

2. 	 Compare and contrast the logical and physical architectural elements of prominent 
database systems. 

3. 	 Plan for, install, and create an operational database. 
4. 	 Start up and shutdown a database instance. 
5. 	 Assess network security risks and their solutions. 
6. 	 Set up a simple client for a database server, and establish a connection between 


them. 

7. 	 Analyze and troubleshoot network problems using log; status, and trace files. 
8. 	 Set up the database to account for globalization needs ( eg. character sets and 


collations, time zones). 

9. 	 Examine the information schema to identify characteristics of the database. 
10. 	 Analyze technical information, as well as listen effectively to, communicate 


orally with, and prepare memos, reports and documentation for a wide range of 

audiences. 


11. 	 lnvesti ate and assess new sources of information and leamin o rtunities to sta 
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abreast of emerging information and computing technologies. 
12. 	 List career paths related to the program of study, as well as any qualifications and/or 

professional certifications that may be associated with those careers. 

Course Content: (please number the outline of main topics and subtopics) 

1. 	 Typical duties of a OBA 
a. 	 Evaluate and select DBMS and related software tools 
b. 	 Install and upgrade DBMS 
c. 	 Tune database performance 
d. 	 Manage data security 
e. 	 Prepare backup and recovery plans 
f. 	 Enforce standards and procedures 
g. 	 Conduct user training 

2. 	 Physical Architecture 
a. 	 Datafiles 
b. 	 Parameter files 
c. 	 Log files 
d. 	 Backup files 

3. 	 Logical Architechure 
a. 	 Tablespaces 
b. 	 Tables and Indexes 
c. 	 Triggers 
d. 	 Views 
e. 	 Snapshots 
f. 	 Rollback segments 
g. 	 Temporary segments 
h. 	 Sequences 
i. 	 Packages 
j. 	 Procedures 
k. 	 Functions 

4. 	 Installation 
a. 	 Planning 

i. Oracle Flexible Architecture (OFA) 
b. 	 Installing 

5. 	 Configuring and building 
a. 	 Configuring 
b. 	 Building 

6. 	 Database operations 
a. 	 Startup 
b. 	 Shutdown 

7. 	 Information Schema 
a. 	 Structure 
b. 	 Usage 
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8. 	 Distributed processing 
a. 	 Client server architecture 
b. 	 Distributed processing 

9. 	 Troubleshooting 
a. 	 Setting logging and tracing parameters 
b. 	 Analyzing network problems using log and trace files 
c. 	 Storing audit information in the database 

10. 	 Security 
a. 	 Network security risks 
b. 	 Vendor specific security features 

i. 	 Oracle 
ii. 	 MySQL 

11. 	 Life-long Leaming 
a. 	 Web resources 
b. 	 Relevant publications 
c. 	 Other educational opportunities 

12. 	 Career Options 
a. 	 How this course relates to standard job classifications 
b. Relation to industry and vendor certification paths 
c. 	 Overview of technical skills 
d. 	 Overview of soft skills 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

1. 	 Lecture on the duties and responsibilities of a database administrator. 
2. 	 Guided discussion on database security issues and countermeasures. 
3. 	 Guided practice and hands-on activities relating to planning for, and installing a 

database. 
4. 	 Pair and small-group activities and discussion relating to troubleshooting database 

problems. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. Methods of evaluation may include but are not limited to the followino: 

1. 	 Tests that demonstrate mastery of course objectives. For example: multiple choice 
questions to demonstrate an understanding of the principle physical and logical 
architectural elements of a database management system (DBMS); case/narrative 
problems to demonstrate the ability to address security concerns with appropriate 
countermeasures. 

2. 	 Participation in guided discussion topics on database installation issues will be 
evaluated on willingness to contribute, suitability (applicability to the topic at hand), 
and content. In regard to written participation activities, evaluation might also consider 
completeness (were all 'talking points' [planning, pre-installation activities, installation, 
post-installation activities, ... ] addressed in the response) and presentation (spelling, 
grammar, and format). 

3. 	 Homework assignments that demonstrate the ability to troubleshoot database 
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problems. Homework assignments will be evaluated on the resolution of the issue 
and documentation. 

4. 	 Student projects that demonstrate the ability to install and configure a DBMS. 
Projects will be evaluated on functionality [working system, proper configuration], 
completeness [database set up according to plan, application server support working, 
net services support working, connectivity across the internet working, default 
accounts locked down], and documentation [before- and after-images of each step 
included throughout the documentation, project plan elements highlighted, system log 
examples/extracts]. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readino and writino, as well as out of class assionments are required. These assionments may include but are not limited to the followino: 

Example Assignment 1: 

Given the distribution media, install MySQL on one of the lab machines. Configure the 

database to allow tcp/ip connections. Demonstrate that the database can be accessed 

across the net. 


Example Assignment 2: 

T earn project 


Refer to the project guidelines documentation for instructions on how to format your 

solutions. The Project Guidelines document can be found under the Assignments link on our 

Bb site. 


Project Details 


1. 	 Complete the Oracle 1Og install 
2. 	 Demo that the database 'works' by showing me something from the scott schema 
3. 	 Show me everything from these views: v$database, v$version (you need to be · 

SYSTEM when you run these commands) 
4. 	 Prepare a three-page summary of the 'impact' the installation had on the operating 

system file system (basically, what happened, and where did it happen). 
• 	 I expect that you'll compare and contrast before- and after-db install images as 

part of your analysis. 
• 	 Identify what 'major' changes occurred on each of the logical drives on the 

server 
• 	 What specific changes occurred in the registry as a result of the install 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Oracle Database Concepts 11 g, Release 2 
11.2 

Author 	 Title 

IOracle Corp 	 IE16508-04 1112010 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 
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Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 
I 

Author Title 

Publisher ISBN Publication Date 
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Submitted by: 14-Jul-201 O 
Subject Course 

(select from this 
Ii Number 

Computer CIS CSIS 261A Database Server 
Information Administration - Level 2 
Systems 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonner1y 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture .brui 
Uni!s/Hours Units/Hours 3 + 0 -- 3 
1 unlt-16-18 1 unit- 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units - 64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

Maximum TOP code (click here for TOP Enter number 0707.20(choose only 1 ) code website) 

Pass/No Pass 
Enrollment: 

Yes or No 

(usually No) 
ONLY 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found ooru.
1 (If more than 1, justify with one of the following)be ~--+--Bec_a_u_se~the course content differs each time it Is offered ... 

D ... M!Ji the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies aretaken 
r-----; enhanced by supervised repetition and practice within class periods ... MI!. the student who repeats ii is gaining an expanded educational experience because active participatory

D experience In individual study or group assignments is the basic means by which learning objectives are 
obtained. 

Ostand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a non-degree applicable credit course or a degree applicable credit course which is not part ofa degree or state certificate and Is not 
approved In one of the GE areas. If a course is only approved In an employment concentration certificate, it is considered Stand Alone. If course is Stand 
Alone, indicate in Stand Alone field on Fonn A 1. 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~. In the box below. justify placement 
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for each general education area indicated using the general education definitions and student learning outcomes found ~. 

Catalog Description: {Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course introduces advanced tools, techniques and methodologies tools and 
methodologies of database administration. The emphasis in this course is on managing and 
administering the day-to-day operations of a multi-user database system. Topics that will be 
covered include: backu and recove , user mana ement, and erformance tunin . 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the 
entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in orav box below). 

Managing the day-to-day operations of a multi-user database system. Instruction will include 
hands-on activities with Oracle, MySQL, IBM 082, and/or MS SQL Server database 
systems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more infonnation on demonstrating need, click here) 

The CIS department offers courses that are designed to help students transfer, as well as to 
prepare them for employment in the Computing and Information Technologies disciplines. 
This particular course will be part of our database certificate series and is designed for 
students and working professionals who are looking to further develop their database-related 
skills. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Fonns E1-E5 for details. 
For further clarification, contact the Prer uisite Subcommittee 

Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Fonns E1-E5 for details. 

None 
Recommended Preparation: 
Recommended Pre aration oes throu h a se 

None 
arate a 

Other Enrollment Criteria: 
See Fonns E 1-E5 for details. 

None 
Learning Objectives: (please number each objective and express in behavioral tenns) 
Upon the completion of the course the student will be able to do the followino: 

1. 	 Prepare a list describing the key issues in defining an effective backup and recovery 
strategy as well as list and describe the architectural components of prominent 
database systems related to backup and recovery operations. 

2. 	 Assess, set up and perform logical and physical backups and recoveries for a 
database. 

3. 	 Plan for, set up and manage users, privileges and resources. 
4. 	 Set up the database to collect performance statistics. 
5. 	 Analyze and diagnose performance problems using client software and utility 

programs. 
6. 	 Set up memory and disk resources to improve database performance. 
7. 	 Assess and reconfigure file structures for performance and other considerations. 
8. 	 Evaluate and resolve 1/0, data storage and database configuration problems. 
9. 	 Demonstrate working effectively as a member of a team to accomplish common 

goals. 
10. 	 Analyze technical information, as well as listen effectively to, communicate 
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orally ~$ afl(j prep<1~.memo13, report$-?f1d. d()curpe[ltatiQn for a wide rang(i of · audiences. . . . . . . -. .• .. .. . . 

11. 	 Investigate and assess new sources of infonnation and leaming opportunities to stay 
abreast.ofemerging information.and.computing·technologies., ..· 

12. 	 List career paths related to the program of studyJ as well as any qualifteations and/or 
rofessionaf certifications that ma be associated with those careers. 

Course Content (please number the outline of main topics and subtopics) 

1. 	 Database recovery issues 
a. 	 Errors and failures 
b~ 	 Business. operational, and technical requirements tor a backup and recovery 

strategy 
c. 	 Disaster recovery plan 

2. 	 Structures usedJor database recovery 
a~ · Database backups 
b. 	 Redo loq. .· ......···. .•. ... < . 

c~ Rollback segments······· 

d~ · Control files · 

3. 	 Vendor specific backup and recovery configurations · 
a.· Oracte· · 
b. 	 MySQl 

4. Logicaldataba~ backup and recovery 
a~ Import 
b. Exp()rt 

Physieal database backup and recovery ·· 
a.: · Backing upa closed database 
b~ 	 Backing up an open database 
c. 	 Backing· up control files 

6. 	 Managing users• · 
a. 	 Create new database users 
b. · 	 Alter anc::1 ·drop existing users· 

7. 	 Managing privileges 
a. 	 Identify system and object privileges 
b. 	 Grant privileges · 
c. 	 Revoke privileges 

8. 	 Managing roles 
a. Create and.modify roles 

b~ Remove roles 

c~ Predefined roles 


9. 	 Managing tablespaces and data files 
a. 	 Creating tablespaces · 
b. ·Cha in the size and settin s of a tables 
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10. 	 Database Performance Issues 
a. 	 Problems 
b. 	 Troubleshooting guidelines 

11. 	 Life-Long Leaming 
a. 	 Web Resources 
b. 	 Relevant Publications 
c. 	 Other Educational Opportunities 

12. 	 Career Options 
a. 	 How this course relates to standard job classifications 
b. Relation to industry and vendor certification paths 
c. 	 Overview of technical skills 
d. 	 Overview of soft skills 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followinq: 

1. 	 Lecture on database backup and recovery concepts and techniques. 
2. 	 Guided discussion on user account administration topics. 
3. 	 Guided practice and hands-on activities regarding performance tuning and system 

configuration. 
4. 	 Pair and small-group problem solving in managing system and object privileges. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob"ectives. Methods of evaluation ma include but are not limited to the followin : 

1. 	 Tests that demonstrate mastery of course objectives. For example: multiple choice 
questions to demonstrate mastery of logical and physical database recovery 
concepts); case/narrative problems to demonstrate the ability to implement an 
effective user management plan. 

2. 	 Participation in guided discussion topics on user account administration Participation 
in guided discussion topics on user account administration will be evaluated on 
willingness to contribute, suitability (applicability to the topic at hand), and content. In 
regard to written participation activities, evaluation might also consider completeness 
(were all 'talking points' [object and system privileges, user roles, ... ] addressed in the 
response) and presentation (spelling, grammar, and format). 

3. 	 Student projects that demonstrate the ability to correctly use client software and utility 
tools to diagnose performance problems. Projects will be evaluated on tool selection 
and suitability to the task, functioning solution I remedy, and documentation. 

4. 	 Students will prepare a technical report or deliver a technical presentation on an 
elective topic of their choosing (and with instructor approval). Presentations and 
reports will be evaluated on content (depth of coverage, relevance of diagrams and 
illustrations, and appropriate use of examples), suitability (relevance of topic, written 
to an appropriate level for the class, sufficient new material), and presentation 
s elfin , rammar, formattin . 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Example Assignment 1: 

Copy a database from one system to another using logical backup and recovery techniques. 

Backu the movie database a lication located on cisdb12. 
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Recover that database to cisdb13. Demonstrate that the database 'copy' was successful. 


Example Assignment 2: 

Project 03 - User Management 


T earn Project 

Build users, roles, and privileges based on the scenario as described here. 

I'm sure you could complete this activity without having to build any roles, but the way I've 

described the scenario lends itself to at least one, if not two roles, so be sure to define some 

roles. 


Your work for the Instructional Technology Support unit on campus, and each semester they 

set up and make available an Oracle database server to support each of the various 

database-related courses that are running that term. You've been tasked with making sure 

things 'work' for the SQL-1 programming class. 


1. 	 Define the necessary roles and privileges for all of these users (I would imagine that 
instructors would have different requirements from those of students) 

2. 	 Set up an instructor account, load the tables (movies), and make them available to all 
of the students in the class. 

3. 	 Set up 30 student accounts with all the necessary privileges that are required to 
complete the programming assignments. (For this exercise, you can plan that the 
Level 1 course does NOT require students to create tables, or update tables, but they 
will be very practiced in DQL (retrieving information from tables) 

Limit what you give away. Only 'give away' those privileges that are required. 
Show me: 

• 	 screen shots (or data dictionary listings) of all of the profiles and privileges that 
you defined, 

• 	 screen shots of all of the users you created, 
• 	 log in as a faculty and demonstrate that tables can be created accessed. 
• 	 log in as a student and demonstrate that tables can be accessed and 

assignments completed. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Oracle Database Concepts 11 g, Release 2 
11.2 

Author 	 Title 

JIOracle Corp 	 IE16508-04 112010 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Tltle 

Publisher 	 ISBN Publication Date 

Required (3): 
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Author Title 

Publisher ISBN Publication Date 

I 
Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 
I 


Author Title 

Publisher ISBN Publication Date 

REV 5/10 
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MT. SAN JACINTO COLLEGE 
1499 NORTH STATE STREET 

SAN JACINTO, CA 92583 

1. Course Title: Oracle Forms 6 (or most current version)- Level 1 
(Enter Title of Course) 

2. Course Number: ORA-171 s 
~~~~~~~~~~~~~~~~~~~~~~~ 

(Enter Department Name and Course Number (i.e. ENGL 101) 

3 3 0 48-54 


3. Total Semester Units Total Units/Lecture Total Units/Lab Total Semester Hours 
(Range) 

4. Catalog Description: <1s words or 1ess> 

This course introduces students to the Oracle Forms Builder Environment. 
Students will learn to create basic and master-detail form modules utilizing text 
items, check boxes, list items, radio groups and list of values (LOVs). Students 
will also learn how to use and define triggers. This course is designed for the 
student who is interested in developing database applications using Oracle. 

5. Need/Justification: (brief summary of the need for the course as it relates to the 
mission of the college) 

The CIS department offers courses that are designed to prepare students for 
employment in the field of Information Technology. This particular course will be 
incorporated into our Database and Programming tracks. These tracks teach 
students how to develop database programs and solutions for a multi-user 
environment using an industry-standard (Oracle) database system. 

6. Prerequisite(s), Corerequisites, Advisory: (list course(s) and skills 
needed upon entering or in tandem with course to be taken) 
Information in this section will onlv be entered into database only upon the board approval of the 
prereauisitelcoreauisiteladvisory 

CSIS 124A - SQL Programming - Level 2 



Board Approval Date------

7. 	Short Description for the class schedule: (120 characters) 

A first semester course using Oracle Forms to build basic and master-detail form modules 

8. Learning Objectives: (express in behavioral terms) 


Upon the completion of the course the student will be able to do the following: 


A. 	 Identify the features and main components of the Forms Builder environment. 
B. 	 Run and create a basic form module. 
C. 	 Customize a form module. 
D. 	 Create text items on a form and control the data in a text item. 
E. 	 Design, create and associate List of Values (LOVs) with text items. 
F. 	 Create additional form input items including: check boxes, list items, and radio 

groups. 
G. 	Create form non-input items including: display items, image items, and sound items. 
H. 	 Identify the different trigger categories. 

9. Course Content: (outline of main topics and subtopics) 

1 ) 	 Basic form modules 
a) Introduction to forms processing 
b) Overview of Oracle Form modules 

2) 	 Graphical User Interface (GUI) design principles 
a) Design principles 
b) Design tools 
c) Design guidelines 

3) 	 Using Oracle Forms 
a) Navigate an Oracle Forms application 
b) Insert records 
c) Delete records 
d) Update record 
e) Retrieve records 

4) 	 Form Builder Environment 
a) Forms Builder environment features and components 
b) Create a new form module 
c) Save a form module 
d) Execute a form module 

5) Form module components 
a) Data blocks 



b) Frames 

c) Object properties 

d) Canvases 

e) Windows 


6) 	 Creating basic input fields 
a) Text items 
b) Check boxes 
c) Radio buttons 

7) 	 Creating non-input items 
a) Display items 
b) Image items 
c) Sound items 

8) 	 Triggers 
a) Trigger categories 
b) Planning the type and scope of triggers in a form 

9) 	 Career Opportunities 
a) Educational opportunities 

10.Textbook (S): (Most current edition of textbook listed or similar text of parallel level. 
The suggested texts must cover the course content and be an appropriate instructional tool for 
achieving the objectives and implementing the methods of evaluation and instruction.) 
The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 
Lulushi 

(Author) 

Oracle Forms Release 6 Developer Handbook 
(Trtle) 

Prentice Hall 1999 	 or most current 
(Publisher 	 (Edition) 

(2) Required: 

(Author) 

(Trtle) 

or most current 
(Publisher 	 (Edition) 

(3) Required: 

(Author) 



(Title) 

or most current 
(Publisher 	 (Edition) 

(1) Supplemental: 

(Author) 

(Title) 

or most current 
(Publisher) 	 (Edition) 

(2) Supplemental: 

(Author) 

(Title) 

or most current 
(Publisher) 	 (Edition) 

(3) Supplemental: 

(Author) 

(Title) 

or most current 
(Publisher) 	 (Edition) 

Other Reference Materials/Supplies 

11. Methods of Instruction: <rettective of a variety of 1earnin9 styles) 

Methods of instruction may include, but are not limited to the following: 

A. 	 Lecture on GUI design principles. 
B. 	 Pair- and small-group problem solving and discussion on running a Forms 

Builder application. 
C. 	 Hands-on activities using concepts and techniques of forms design using the 

Forms Builder environment. 

12. Methods of Evaluation: 



A student's grade shall be determined by the instructor using multiple measures 
of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the following: 

A. 	 Homework assignments that demonstrate mastery of GUI design principles. 
B. 	 Individual projects where students create Forms applications to address the 

specifications described in a problem statement. 
C. 	T earn projects where students will create more complex Forms applications 

based on specifications provided in a problem statement. 
D. 	Tests that demonstrate mastery of course objectives. 

13. Examples of Assignments: (Describesampleassignments,which 
demonstrate level of difficulty expected, including writing, reading, out of class assignments. 

Critical thinking should be integrated into those assignments listed.) 

Students will be expected to understand and critique college level texts or the 

equivalent. Reading, Writing as well as out of class assignments are required. 

These assignments may include but are not limited to the following: 


A. 	 Projects I Team Assignments. Given a case scenario, the team will create a 
Forms application that will address the needs of the user community. 

B. 	 Projects I Assignments. The student will describe the types of triggers that are 
most suitable for a particular problem. 

,course #:ORA-1718 
[SJ Revised 
Date: 04103 
3/05 TOP Code changed to 707.20 
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Submitted by:!'--B_i_IB_e_r__g_in_ ___ _____ ______.I Date: I Oct 2008 
Course 
Num.ber Title 

Computer 
Information 
Systems 

CIS CAPP 120M Using OpenOffice - Level 1 

L--
BUS 

(formerly Using OpenOffice 
v2-Level 1) 

Business-M 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit (please click here for the transfer form ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (former1y 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
~ !:!2 
!,,lnit§lHOU!J! Units/HOU!J! 3 I + 0 = 31 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units - 192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~ 

Maximum 	 Credit/No-
Enter number

Enrollment: Credit ALLOW 
Cre~it/No- Yes or No TOP code0 (usually No)Credit ONLY 	 (choose only 1) ~ 

YES 
--·---· 

0514.00 

Yes or No 
(usually Yes) 

(click here for TQr 
s;ode websit1;) 

Can time(s) for credit (max 4) (More detailed information on course repe3tability can be found ~-
1 (If more than 1, justify with one of the following)be '----+-'B"-"eca=use""°'the. course conflent differs each time i t is offered ...= =

... iJ1!1 the student who repeats It is gaining an expanded educational experience because skills and proficiencies are 
,___ _., 	enhanced by supervised repetition and practice within class periods 

... lf1R the student who repeats if is gaining an expanded educational experience because active participatory 
experience In lndlvldual study or group assignments Is the basic means by which learning objectives are 

.___ ___, 	 obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration 
applicability. Please only describe the course). (75 words or less In gray box below). 
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This course is designed to introduce students to the OpenOffice applications suite. 
Students will learn how to work with the word processing, spreadsheet, 

resentation and dia rammin com onents of the 0 en Office suite. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This class teaches the core skills in word processing, spreadsheets, drawing, and 
resentation ra hies 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click lli!m) 

The CIS department offers courses that are designed to prepare students for 
employment in the field of Information Technology. This particular course is part of 
our Com uter A lications CAPP and Linux S ecialist rams. 

None. 
Coreguisite( s): 
Car uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followino: 

A. Word Processing: 
1. Identify and operate basic components of the computer and OpenOffice 

Writer. 
2. Analyze and apply appropriate techniques utilized in starting the Writer 

program, keying text into a document, and performing basic text editing 
functions. 

3. Differentiate between using the mouse or the keyboard for time-saving tasks 
in word processing. 

4. Experiment with appropriate techniques utilized in formatting characters and 
paragraphs utilizing fonts. 

5. Compare and contrast appropriate formatting styles used to create basic 
letters, memorandums, and reports utilizing functions such as Autoformat, 
Autoeomplete, AutoCorrect, as well as, Spell-and Grammar-Check. 

B. Spreadsheets 
1. Identify major components of the OpenOffice Cale window 
2. Evaluate and select the most appropriate means for inserting text, values and 

formulas into a worksheet 
3. Create and apply number and character functions in the design of a 


spreadsheet solution 

4. Apply formatting to the worksheet in accordance with layout and design 

principles 

C. Presentation 
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1. Identify major components of the OpenOffice Impression window 
2. Analyze the needs and expectations ofyour audience 
3. Assess the situation in which the presentation will be delivered 
4. Prepare an outline of the general organization of the presentation 
5. Develop an effective introduction, body, and conclusion 
6. Select and create appropriate visuals 
7. Create a presentation 

D. Drawing 

Course Content: (please number the outline of main topics and subtopics) 

1. Common Features across Components 
a. Tips 
b. User Interface 
c. Toolbars 
d. Saving Files 
e. Printing 
f. Spellcheck 

B. Word Processing 
a. Text Entry 
b. Formatting 
c. Special Characters 
d. AutoText 
e. Tables 
f. Graphics 

C. Spreadsheets 
a. Spreadsheet Structure 
b. Values and Formulas 
c. Formatting 
d. Addressing I Referencing Cells 
e. AutoFill 

D. Presentation 
a. Presentation Concepts 
b. Basic Presentation 
c. Editing Presentations 
d. Slide Show 

E. Drawing 
a. Drawing Concepts 
b. Arranging and Aligning Objects 
c. Working with Objects 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 

Methods of instruction ma include, but are not limited to the followin : 


A. Lecture, individual consultation, and demonstration using OpenOffice. 
B. Hands-on activities using concepts and techniques of OpenOffice. 
C. Pair- and smal rou roblem sotvin and discussion on 0 enOffice cone ts 



Mt. San Jacinto College 

Page4of5 Integrated Course Outline of Record FormB 


and usage. 
Methods of Evaluation: A studenfs grade shall be determined by the instructor using multiple measures of perfomlance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

A. 	Homework assignments that demonstrate mastery of OpenOffice concepts, 
terminology, and usages. 

B. 	Team projects where students will design documents using OpenOfface. 
C. Tests that demonstrate mastery of course objectives. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writina, as well as out of class assignments are reauired. These assianments mav include but are not limited to the followina: 

OpenOffice Writer 
Creating a Research Paper 

1. 	Introduction to documentation styles for a research paper: MLA and APA 
2. 	Using headers and footers 
3. 	Using footnotes and endnotes 
4. 	Creating a works cited page 
5. 	Saving and closing document 

OpenOffice Cale 
Create a Monthly Accounts Receivable Balance Sheet 

1. 	Enter worksheet title, column title, and row titles 
2. 	Enter formula using the keyboard 
3. 	Order of operations 
4. 	Copying formulas using the fill handle 
5. 	Using average, max, and min functions 
6. 	Formatting numbers using currency style, and comma style 
7. 	 Saving and closing workbook 

OpenOffice Impress 
Using Design Template to Create a Presentation 

1. 	What is OpenOffice Impress 
2. 	Choosing a design template 
3. 	Creating a title slide 
4. 	Creating text slide with a single-level bulleted list 
5. 	Creating a third-level paragraph 
6. 	Ending a slide show with a black slide 
7. 	 Saving and closing a presentation 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
G. Roderick Singleton OpenOffice.org User Guide for Version 

2.3 
Author Title 

I OpenOffice.org INone IApr2005 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 
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Publisher ISBN Publication Date 

Required (3): 

I . ·····.
Author Title 

Publisher ISBN Publication Date 

IS~p~lemental (1}: 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3); 

Author Title 

Publisher ISBN Publication Date 

CAPP 120M new FEB 07 
TOP CODE Change 5/24/10- Effective FAlO per memo from D. Anderson all CAPP courses changed 
to 051400 (prev. 0702.10) 
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Submitted by: ~B_i_I_B_er_,,g.._in_ _ _________ __~ Date: I Oct 2008 
Subject CourseDiscigline Degartment (select from this 


!~""' from thl~ 11..n lis.t \ Number Jitle
'""'"""' fr<>m thi!I. hst\ 

Computer 1 CIS CAPP 140M Using OpenOffice - Level 2 
Information (formerly Using OpenOffice 
Systems v2- Level 2) 

I 
Business-M IFus 

I 
I 
I I 
' 

History - M HIST HIST 151 History and Apprecratron of Dance 
Dance - M 

DAN DAN 100 History and Apprectatton of Dance 

Course Number: a) 001 -069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 0 3+ -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units-64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s) : 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~. 

Pass/NoMaximum Yes or No Enter number (usually Yes) Pass ALLOW Enrollment: 
Pass/No Yes or No TOP code (click here.for TOP 

(usually No) code webstte ) (choose only 1) Pass ONLY 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1, justify with one of the following ) be '----+--"'B'""ec""ause""""~the course content differs each time It is offered ... 

. . and the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
f-----i enhanced by supervised repetition and practice within class periods 

.. M!J:!. the student who repeats ii is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments Is the basic means by which /earning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in gray box below). 



Mt. San Jacinto College 

Page 2of5 Integrated Course Outline of Record FormB 


This course is designed to acquaint students the proper procedures for creating 
more advanced documents, workbooks, databases and presentations using the 
OpenOffice suite. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This class teaches advanced skills in the Open Office suite that would be suitable for 
course work, rofessional u oses, as well as ersonal use. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more infonnation on demonstrating need, click~ 

The CIS department offers courses that are designed to prepare students for 
employment in the field of Information Technology. This particular course is part of 
our Com uter A lications CAPP and Linux ro rams of stud . 

None. 

roval rocess. See Forms E 1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinQ: 

Objectives - Word Processing 
1. Compare and contrast appropriate formatting styles used to create basic 

letters, memorandums, and reports utilizing functions such as AutoFormat, 
AutoCompfete, AutoCorrect, as well as, Spell- and Grammar-Check. 

2. 	Arrange tabs and tabular columns in word processing documents with a 
professional approach. 

3. Experiment.With appropriate techniques to move, copy and replace text in 
documents. 

4. Analyze and evaluate the necessity of using section breaks in a document. 
5. Create headers and footers in Writer documents. 
6. Organize, evaluate, and prepare samples of correctly formatted letters, 

memos, reports, and tables that meet workplace criteria. 
Objectives - Spreadsheet 

1. Create logical functions, and apply number and character functions in the 
design of a spreadsheet solution 

2. Create charts that are appropriate for the data (and statistics) being depicted 
3. Identify elements on an Cafe list 
4. Apply conditional formatting to a range of data 
5. Create and use an Cale workspace 

Objectives - Presentation 
1. Prepare outlines, handouts and speaker notes 
2. Use design templates to establish presentation standards 
3. Apply graphics, sounds, and animation where appropriate 
4. Evaluate sources of data and import Writer outlines and Cale charts 
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Objectives - Database 
1. Create, run and save queries 
2. Create a form in accordance with standard design principles 
3. Maintain table data using a form 
4. Design and create a report in accordance with problem specifications 
5. Define data validation criteria appropriate to the data type and problem 

domain 

Course Content: (please number the outline of main topics and subtopics) 

1. Word Processing 
a. 	Styles 
b. Templates 
c. 	Indexes and Table of Contents 
d. 	Headings and Numbering 
e. 	 Master Document 
f. 	 Conditional Text 
g. Form Letters 
h. News Letters 

2. Spreadsheet 
a. 	Charts 
b. Database Functions 
c. 	Goal Seek 
d. 	Using Scenarios ~ 

3. 	Presentation 
a. 	Slide Transformation, Animation and Effects. 
b. Slide Layout 
c. 	Template 

4. Database 
a. 	Create Database 
b. Create Tables 
c. 	Crate Relationships 
d. Building Queries 
e. 	 Building Reports 
f. 	 Building Forms and Form Design 

5. Customize 
a. 	 Digital Signatures 
b. Customizing the Interface 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. Lecture, individual consultation, and demonstration using OpenOffice. 
B. Hands-on activities using concepts and techniques of OpenOffice. 
C. 	Pair- and small-group problem solving and discussion on OpenOffice concepts, 

and usage. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
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related to the course objectives. Methods of evaluation may include but are not limited to the following: 

A. 	Homework assignments that demonstrate mastery of OpenOffice concepts, 
terminology, and usages. 

B. Team projects where students will design documents using OpenOffice. 
C. Tests that demonstrate mastery of course objectives. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writing, as well as out of class assignments are reauired. These assignments mav include but are not limited to the following: 

OpenOffice Writer 
Creating a Document with a Table Chart, and Watermark 

1. Creating a title page 
2. 	 Inserting clip art from the web 
3. 	 Resizing and aligning clip art 
4. 	 Inserting a section break 
5. 	 Creating a header and footer different from a previous section 

header 
6. Creating and applying a character style 
7. 	 Drawing a table 

OpenOffice Cale 
Creating Templates and Working with Multiple Worksheets and Workbooks 

1. Creating a template 
2. Entering title and row titles 
3. Formatting template 
4. Creating and assigning a customized format code 
5. Creating a workbook from a template 
6. Entering a sheet reference 
7. Drawing a cylinder chart 
8. Entering workbook reference 

OpenOffice Base 
Reports, Forms, and Combo Boxes 

1. Create a query for a report 
2. 	Use the report window to modify a report design 
3. 	Recognize sections in a report 
4. Create a report with grouping and subtotals 
5. Create a form 
6. Use the form window to modify a form design 
7. Place a combo box on a form 
8. Saving and closing a database 

OpenOffice Impress 
Using Visuals to Enhance a Slide Show 

1 . Create presentation using visuals 
2. Open a OpenOffice Writer outline as a presentation 
3. 	Modify clip art 
4. 	Insert and format a table 
5. 	Create and format an organizational chart 
6. 	Add an animation scheme to a slide or selected slides 
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1. Print slides as handouts 
8. Save and close presentation 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
G. Roderick Singleton OpenOffice.org User Guide for Version 

2.3 
Author Title 

I OpenOffice.org INone IApr2005 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

CAPP 140M rev FEB 09 

http:OpenOffice.org
http:OpenOffice.org


Integrated Course Outline of Record - Business Administration (Sustainable Energy Management for 

Business) 
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Submitted by: .__N_a_n_c___ 	 I 9/27/2007y_A_._J_o_hn_s_o_n...._,_E_sq_._.__________,I Date: 
Subject Course 

!select from this 
Ii . Nurrtb~r IiJI~ 

BUS BADM 103 Introduction to Business 

History  M HIST HIST 151 History and Appreciation of Dance 
Dance  M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture 
Unit§[HQurs Unit§[Hours 

~ 	
3 + 0 -- 3 

1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units -192-216 48-54 	 + 0 -- 48-54 
5 units - 80-90 5 units-240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~-

Maximum Credit/No Yes or NoEnter number 
(usually Yes) Enrollment: Credit ALLOW 

Credit/No Yes or No 	 TOP code (click hereforTOP 
(usually No) code website) CreditONLY (choose only 1) 

Can time(s) for credit (max 4) (More detailed information on course repeatability can be found !NN).
1 (If more than 1 , justify with one of the following) be 

~---+-'B~ec-'-a=u~se-=-.the course content differs each time it Is offered ... 
.. J1!1s!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

1-----..; enhanced by supervised repetition and practice within class periods 
.. J1!1s!. the student who repeats it is gaining an expanded educational experience because active participatory 

experience in individual study or group assignments is the basic means by which /earning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

U.S. businesses operate in a constantly changing global business environment. This is an 
introduction to that environment. Students com letin the course should be ca able of 
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analyzing various forms of business ownership and sizes or organizations, understanding 
ethics and social responsibility of businesses in a global market, analyzing the economic 
challenges facing businesses, understanding global competitive methodologies, and 
understand domestic and international labor-management relations issues and the use of 
technology and information in business. 

To count words. select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

This course is an introduction to the global business environment. Topics include business 
formation, organization, research, current events, economics, politics and business 
functions/systems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need. click here) 

IThis course is a core course option for students pursuing a Business Administration major. 
Prereguisite(s): (For more information. click here) 

Prer uisites o throu ha se arate a roval recess. See Forms E1-E4 for details. 


roval recess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. 	 Analyze and compare business operations in a global setting. 
2. 	 Discuss the issues of ethics, social responsibility and globalization. 
3. 	 Develop the basic skills of business research, problem solving, and decision-making. 
4. 	 Construct an independent, creative project to demonstrate these skills. 
5. 	 Develop the basic skills necessary to begin development of a business plan. 
6. 	 Evaluate personal strengths, weaknesses and their adaptability to a business 

environment 
Course Content: (please number the outline of main topics and subtopics) 

I. Business in a global environment 
a. 	 The framework of contemporary business 
b. 	 Business ethics and social responsibility 
c. 	 Economic challenges facing business 
d. 	 Competing in global markets 

II. Starting and growing your business 
a. Organizing small and large businesses 
b. 	 business ownership vs. entrepreneurship 
c. E-Business: Doing business on-line 

Ill. Management and human relation issues 
a. 	 Management, and leadership within the organization 
b. 	 Human resource management and labor relations 
c. 	 Improving performance through empowerment, teamwork and communication 
d. 	Production and operations management 
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IV. 	 Marketing 
a. Customer-driven marketing 
b. 	 Product selection and distribution channels 
c. 	 Promotion and pricing 

V. 	Technology and information 
a. 	 Using technology to manage information 
b. 	 Understanding accounting and financial statements 

VI. 	 Managing financial resources 
a. 	 Financial management and institutions 
b. 	 Financing and investing through securities 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

1. 	 Lecture and discussion with presentations using visual materials (Powerpoint, on
line resources, or multimedia) to introduce the fundamentals of business. 

2. 	 Analysis of Case Studies that develop and apply the basic concepts of the 
business enterprise~ 

3. 	 In class discussions of current events in business. 
4. 	 Student analysis and presentation of business topics. 

Methods of Evaluation: A student's grade shall be detenTiined by the instructor using multiple measures of perfonTiance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

1. Quizzes on course related concepts. 
2. Written analysis of case studies on current business topics. 
3. Informal evaluations of student discussions of current business news. 
4. 	 Midterm/Final exam: Objective questions on fundamental concepts and essay 

questions that show analysis and application of basic business knowledge. 
5. 	 Research paper examining management techniques and strategies of successful 

businesses. 
6. 	 Projects related to starting a business including research regarding zoning and 

other regulations, financing the operation, management , advertising and related 
topics. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are re uired. These assi nments ma include but are not limited to the followin : 

1. 	 Group Case Study Analysis: Students form small groups and discuss a scenario that 
may arise in a modem business enterprise. Each group prepares a 1 Ominute 
presentation analyzing events or actions that led to the events in the scenario and 
what should have been done. 

2. 	 Individual Presentation/Paper: Prepare a presentation on a designated business topic 
or business current event. Discuss the substance of the topic or article and its 
significance to business including possible future domestic and global ramifications. 

3. 	 Business planning: Interview business owners who operate businesses similar to 
one you might like to own. Gather information regarding their achievements and set
backs and what was required to enter this type of business. Compare these results 
with your mental image of what you thought you would do to enter this business field. 
Determine your weaknesses and strengths and what more you would need to enter 
this type of business. 
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Textbook (S): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 

Thomson 13~978-0-324-54052-9 or 2007 or most recent 
10:0-324-64052-3 edition 

Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

f Supplemental ~1): 

Author Title 

Publisher ISBN Publication Date 

t Supplemental (2~: 

Author Title 

Publisher ISBN Publication Date 

I ~upgi;~e~~H3~: . r 
Author Title 

Publisher ISBN Publication Date 

BADM 103 rev JAN 08 

I 
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Submitted by: ~N_a_n_c~y_A_._J_o_hn_s_o_n~,_Es_q~·-------~I Date: I 9/27/2007 
Subject Course 

Numb~_r 

201 Legal Environment of 
Business 

History  M HIST HIST 151 History and Appreciation of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn). 

Title: 	 if this course is having a subject or number change, the course author must include after the Course Title (fonnerty 
{Subj}{Course Number}) i.e. Technology in the Classroom !formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 0 - 3+ 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from~. 

Maximum Credit/No YES 

0505.00 

Yes or NoEnter number (usually Yes) Credit ALLOWEnrollment: 
Credit/No Yes or No 	 TOP code !click here for TOP 

(usually No) co<le website)Credit ONLY (choose only 1 ) 

time(s) for credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1, justify with one of the following)be ~--1--B_ec_a_u_se~the course content differs each time it is offered ... 

.. . i!llsl the student who repeats it is gaining an expanded educational experience because skiffs and proficiencies are 
t-------i 	enhanced by supervised repetition and practice within class periods 

... i!llsl the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please oni describe the course . 75 words or less in ra box below . 

An introduction to the legal environment of business. Subjects include legal systems, 
sources of law, social and overnmental im acts on rivate ente rise, ethics and 
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professional responsibility, alternate dispute resolution, agency, warranties, 
international law, and Constitutional law. Students will do cases/regulation analyses 
on ADR, contracts including e-contracts, consumerism, employment relationships, 
business torts and criminal law issues and study business organization forms. The 
course is required for Business Administration majors and certificates and Legal 
Assistants. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This is an introduction to the legal environment of business. Topics studied include: 
business formation, ethics, social responsibility, torts, contracts, consumerism, 
em lo ent law, and a enc • 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course is a required course for students pursuing a Business Administration 
ma·or and an elective for Le al Assistants. 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a 

None. 

roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. Interpret the foundations and needs for our court and alternative dispute resolution 
systems, ethics and social responsibility, and self-improvements. 
2. Conceptualize and assess the legal implications of basic business forms, 
organizations, and financial activities. 
3. Determine the most likely outcome of a variety of legal disputes. 
4. Recognize and locate/seek help regarding the various implications of law and its 
relation to their lives in the areas of employment, consumerism, private enterprise, and 
international law. 

Course Content: (please number the outline of main topics and subtopics) 

I. The legal environment of business 
a. History and development of the American legal system 
b. Constitutional law and its impact on business and individuals 
c. Courts and alternative dispute resolution (ADR) 
d. Torts and cyber torts 
e. Criminal law 
f. Ethics and professional responsibility 

II. oentracts 
a. Contract formation 
b. Defenses to contract enforceability 
c. Third party rights 
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d. 	 Breach and remedies 
e. 	 E-contracts 

111: Business Organizations 
a. Agency relationships in business 


·--b. Sole proprietorships and private franchises 

c. 	Partnerships 
d. 	 Limited Liability Companies and special business forms 
e. Corporate formation, financing, administration, ownership, merger, 
consolidation and termination and security regulations 

IV. 	 Employment law 
a. 	 Employment discrimination 
b. 	 Labor law and unions 

V. 	 International law in a global economy 
Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. 	 Lecture and discussion with presentations using visual materials (Powerpoint, on
line resources, or multimedia) to introduce the fundamentals of law as it relates to 
business. 

2. 	 Analysis of cases that form the basis for the develop of law. 
3. 	 In class discussions of current events in domestic and international business law."--· 
4. 	 Student anal sis and resentation of to ics usin on-line resources. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation mav include but are not limited to the followinq: 

1. 	 Written responses to questions related to Constitutional rights and legislative 
mandates. 

2. Written analysis of hypothetical events leading to a variety of legal outcomes. 
3. 	 Midterm/Final exam: Objective questions on fundamental concepts and essay 

questions that show analysis and application of basic legal knowledge. 
4. 	 Research paper examining the development of a designated law and the steps it 

took to become law. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are re uired. These assi nments ma include but are not limited to the followin : 

1. 	 Case Analysis: Students will be given a hypothetical situation which could result in a 
variety of legal outcomes. Students will analyze the scenario and state the legal 
issues involved, the rule of law that applies, analyze what the best arguments for 
each of the parties will be and determine what the court will most likely conclude. 

2. 	 Individual Presentation/Paper: Students will prepare a paper or presentation to be 
given in class on a designated legal subject or the legal ramifications of a current 
event. 

3. 	 Legal Research: Students will first develop a list of alternative means of resolving a 
given business event then use on-line and/or law library materials to research cases, 
codes and regulations that will impact a given business event and determine the best 
alternative for the business owner to implement. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Required (1 ): 
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Miller and Jentz Busiriess law Today1 7 edition or newer; 
standard or alternative edition 

Author Tille 

2006 or most recent 
edition 

Thomson 
Publisher Publication Date 

Required (2): 

Author Tille 

Publisher ISBN Publication Date 

IReq~ired ~3): 
I 

Author Tltle 

Publisher ISBN Publication Date 

I S~P.f?'~~~~tal(1~:'· 
- - , kco'C _.;_o ·';,-:'== -

Author Tille 

Publisher ISBN Publication Date 

Supplemental (2): 
l 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 
I..·.>i>.· •···u·. ··.·•·.. ·····: I 

Author Title 

Publisher ISBN Publication Date 

BADM 201 rev JAN 08 
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Submitted by: IK.DIMEMMO/D. HUNT IDate: l 10/19/09 
Subject CourseDiscigline Degartment (select from this 


/ ~"""''from this llst l ( ~..,,_., fmm th; .. Ii!:! \ l•ST ) Number Title 

BUSINESS 	 SEMA 100 Our Sustainable Future ~ BADM 

I I 1 
' 

I 	 I 
I 	 I 


I 

I II 

History- M HIST HIST 151 History and Appreciation of Dance 
Dance- M 

DAN 	 DAN 100 History and Appreciation of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160!. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 

Lab 
Units/Hours 

Lecture Units 
3 + 

Lab Units 
0 --

Total Units 
3 

1 unit-16-18 1 unit - 48-54 
2 units  32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 
3 units  48-54 
4 units  64-72 

3 units-144-162 
4 units  192-216 48-54 + 0 -- 48-54 

5 units  80-90 5 units  240-270 

AA/AS Degree General Ed Breadth Area(s): 82'--------"---------'---------' Courses should be appropriately placed on the General Ed pattern. please select one or more areas from~-

Pass/No Pass YES 

0506.00 

Yes or NoMaximum ~40 Enter number (usually Yes) EnroIImen:t 	 ALLOW 
(click here for TOPPass/No Pass NO Yes or No 	 TOP code 
code website) ONLY (usually No) 	 (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found lliill1).
1 (If more than 1, justify with one of the following) be 

~--t-B~ec~a~u~s"'""'ethe course content differs each time It Is offered ... 
... !!!151. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 

f-----l 	enhanced by supervised repetition and practice within class periods 
... !!!151. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

~-~ 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course end/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. This course will increase student awareness of the 
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ecosystem, human socie'ly, and the economy. Discussions will include innovative 
uses of renewable resources, production processes, human capital, alternative 
forms of energy, transportation, building materials, food production, media, 
education urban lannin , new wa s to build coalitions and foster communi trust. 

To count words. select only the words within the catalog description, then go to Tools. and to Word Count. Carefult If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course will count towards the requirements of the SEMA employment 
concentration and Solar Wind and Manufacturing Energy Employment 
Concentrations, will be d licable and will be CSU transferable. 
Prereguisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Coreguisite( s): 
Cor uisites o throu ha se arate a roval recess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. Demonstrate the historical, scientific, philosophical and institutional origins of the 
current sustainability movement. 
2. Define sustainability and evaluate the sustainability of particular systems and 
practices in contrast to others. 
3. Explain the interdependent relationship between the economy, society and the 
ecosphere using a systems theory approach. 
4. Discuss the current problems that plague the ecosphere, human societies and 
modern industrial capitalism and discuss theories and possible remedies necessary 
to reverse these trends. 
5. Demonstrate the mechanics of alternative energy, transportation, building 
materials, food production, community planning, and innovations of other industries 
and organizations that will provide new forms of employment and new forms of 
living. 
6. Analyze the political and cultural challenges of sustainability implementation. 
7. Develop ideas to create common ground and promote the principles of 
sustainability to diverse groups of people. 
8. Demonstrate the skills of civic participation and the importance of implementing 
them. 
9. Access and evaluate sources of information on sustainability issues. 
Course Content: (please number the outline of main topics and subtopics) 

Unit 1 Introduction to Sustainability 
What is Sustainabili ? 
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a. Definitions of sustainability 
b. Elements of sustainability (Environmental, Social, Economic) 
c. Historical origins of sustainability movement 
d. Philosophy of sustainability movement 

Unit 2 Why is Sustainability Necessary? 
Historical Background 

a. Socio-Cultural Development 
b. The Industrial Revolution 
c. Philosophical Views of Nature 

Unit 3 Global Sustainability Conditions 
Current Conditions 

a. Socio-Cultural - Growing Global Inequality 
b. Economic - Shareholder vs. Stakeholder Interests 
c. Ecosphere - The Early Warnings: There are Limits 

Unit 4 Environmental Science Today 
a. Resource Depletion 
b. Pollution -Air, land, water 
c. Loss of Biodiversity- species extinction 
d. Global Warming 
e. Ecological Footprint 

Unit 5 Who Will Lead? 
The Scientific Community/Third-World Farmers and Workers/ Global Corporations 
Detail and give a case study 

a. The Triple Bottom Line 
b. Cradle-to-Cradle manufacturing 
c. Eco-Efficiency 
d. Biomimicry 
e. Economic and environmental analysis 
f. Overcoming Barriers 
g. Governmental Regulations 
h. Case studies 

Unit 6 Who Will Lead? 
Educational Institutions/States, Cities and Individual Citizens 

a. Talloires Declaration 
b. Economic and Environmental Analysis 
c. Overcoming Barriers 
d. Governmental Regulations 
e. AASHE 
f. K-12 
g. Case Studies 

Unit 7 Implementation: Energy Sources 
a. Fossil Fuels 
b. Solar Ener 
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c. Wind Energy 
d. Hydropower 
e. Bio-fuels 
f. Hydrogen Fuel Cells 
g. Human Power 

Unit 8 - Energy Efficiency 
a. Conservation Strategies 
b. Construction methods 
c. Recycling 
d. Savings calculations 

Unit 9 - Manufacturing in the energy industry 
a. Solar PV panel production 
b. Wind Turbine production 
c. Bio-fuel production 
d. Green manufacturing 

Unit 10 - Renewable Energy Industry 
a. Career Opportunities 
b. Public perception and policies 

A. Lecture and discussion to explain historical, scientific, philosophical and 
institutional origins of the current sustainable movement. 
B. Guest speakers (Faculty, Community Members) to provide insight as to the 
current sustainable practices within the community at different levels. 
C. Readings in the field of study (trade books, journal articles, 
institutional/organizational pledges, proclamations, treaties, laws) to assist students 
in understanding the current status of the sustainable movement on a domestic and 
global level. 
D. Class activities (small group interaction, group service-learning , individual and 
learning team evaluations, guided discussion, student presentations) to assist 
students in understanding concepts of sustainabilitv. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

1. Quizzes and tests to determine student's understanding of and ability to apply 
concepts of sustainability. 
2. Writing Assignments that are comprehensive that establish a strong 
understanding of sustainable practices within global and domestic environments. 
3. Group Project/Presentation that encourages students to work together to identify 
sustainable practices within the global and/or domestic business environment. This 
presentation helps student recognize the successful sustainable practices that will 
affect the future. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writi , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1 . 	 Written analysis of current local and personal sustainable issues that are 
r ula oumaled. 
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2. 	 lnf()nnaf evaluation• ofstuden! discussions ofcurrent sustainability
business news. · · 

3. Group projects and presentations on sustainability issues. 
4. 	 Midtetm/final Exam in.rntlltiple choice and·esS&yformat that will·.assess 

students comprehension of importantsustainability concepts and theories. 

Textbook ( S ): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Edward, Andres R. The Sustainability Revolution: Portrait of 

a Paradi m Shift. 
Author 

IN.W Society Publishers 
Title 

12005 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author Title 

ISBN Publication Date 

The Citizen..PC>wered Ene Handbook 
Title 

IChetsea Green Publishers<>c I9781938392127 12001_ 

I Komor1 Paul 
Author 

ISBN Publication Date 

IRenewable Efler9iPolicy 
Title 

Diebold Institute for Public Policy 0•595-31218-7 2004 
Studie&· 
Publisher ISBN Publication Date 

Su lemental 3 : 
Boyle, Godfrey, Everett, Bob and Energy Systems and Sustainability: 
Rama e Janet· Power fora Sustainable Future 
Author 	 Title 

IOxford Press 	 I0-19-926119-2 ·· · [2004 
Publisher 	 ISBN Publication Date 

NEW JAN 10 
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Submitted by: ~IK_._D_IM_E_M_M_O__________~I Date: I10/19/09 
Subject 

lse!ect from this 

' 
Course 
Number 

BUSINESS BADM SEMA 101 Fundamentals of Energy 
Assessment in Business 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer fonn). 

If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{Subj}{Course Number}) i.e. Technoloay in the Classroom (formerly COE 1§0). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units 
r ••:g ' 	 ~-:::-bectYDl Lab 

Units/Hours Units/Hours a I+ ......____0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units - 64-72 4 unlts-192-216 48-54 	 + 0 = 48-54 
5 units - 80-90 5 units- 240-270 

AA/AS Degree General Ed Breadth Area(s): A._______...._____~--'----------' 

Courses should be appropriately placed on the General Ed pattern. please select one or more areas from ~. 

Pass/No Pass Yes or NoMaximum t 	 ~4 Enter number YES (usually Yes) EnroIImen· 	 ALLOW 
Pass/No Pass NO Yes or No 	 TOP code (click here for TOP0506.00ONLY (usually No) 	 (choose only 1 ) ......______. code website) 

Can time( s) for credit (max 4) (More detailed information on course repeatability can be found ~· 
1 (If more than 1, justify with one of the following)be ~-......_B_eca_U$~ethe course content differs each time it Is dfered ... 

... fl1JI. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1------1 	enhanced by supervised repetitJon and practice within class periods 

... fl1JI. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in lndlvfdual study or group assignments is the baste means by which teaming objectives are 

.____ __, 	obtained. 

taken 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course wftieh is not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course introduces students to the systematic study of energy consuming 
rocesses the flow of ener and efficient ef!~...!~~uti lization . The course will focus 
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on business energy assessment surveys and will include analysis of the different 
opportunities and impacts of energy systems that exist. The range of current and 
future energy choices will be examined, and the role of renewable energy in 
developing cohesive business policies and processes will be explored. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces students to the systematic study of energy consuming 
rocesses, the flow of ener , and efficient ener utilization. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

This course will count towards the requirements of the SEMA employment 
concentration will be de ree a licable and will be CSU transferable. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 

For further clarification, contact the Prer uisite Subcommittee 


SEMA -100 with a rade of C or better 
Corequisite(s): 
Car uisites o throu ha se arate a roval recess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval recess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. 	Define measures used to monitor energy consumption through the flow of 
energy and thermal envelopes. 

2. 	List the methods used in developing an energy assessment plan. 
3. 	Explain the current state of technology used in managing energy consumption. 
4. 	Define the basic management techniques utilized to encourage renewable 

energy within the business environment. 
5. 	Analyze the relationship between energy consumption and finance. 
6. 	 Develop and implement an energy assessment tool. 
7. 	Define energy sustainability and describe its role in the development of 

corporate and governmental energy policies. 
8. 	Describe the concept of energy as it relates to business. 
9. 	Describe the global distribution of energy resources. 
10. 	 Describe the concept of supply and demand as it applies to energy 

consumption. 

Course Content: (please number the outline of main topics and subtopics) 

1. 	Unit 1 - Introduction to Renewable Energy 
a. 	History 
b. Present Day 
c. 	Future 

2. 	Unit 2 - Describe measures used to monitor ener 

REV 7/09 



Mt. San Jacinto College 

Page3of5 Integrated Course Outline of Record FormB 


a. 	Utilities 
b. Meters 
c. 	Watt-Rate Meter 

3. 	 Unit 3 - Describe the concept of supply and demand as it applies to energy 

4. 	Unit 4 - List the steps used in developing an energy assessment plan. 
a. 	 Business development 
b. Identification of energy waste 
c. 	Reducing energy costs without major changes in operations 
d. 	Finance/Incentives/Reporting 
e. 	 Implementation 

5. 	Unit 5 - Implementation strategies of Renewable Energy within 
Organizations 

a. 	Domestic Business 
b. International Business 
c. 	Imports 
d. Exports 
e. 	Tariffs/Barriers 
f. 	 Socio-Economic/Demographic Barriers 

6. 	Unit 6 - Describe the current state of technology used in managing energy 
consumption. 

7. 	 Unit 7 - Describe the basic management techniques utilized to encourage 
the use renewable energy within the business environment 

8. 	 Unit 8 - Describe the use of policies in the utilization of renewable energy. 

a. 	Within the domestic business environment 
b. Within the global business environment 
c. 	Government 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followinq: 

A. Lecture and discussion to explain the fundamentals of Energy Assessmentt the 
components of an effective Energy utilization plan, and implementation of renewable 
energy strategies and policies within the business environment. 
B. Guest speakers (Faculty, Community Members) to provide insight as to the 
current energy assessment practices within the community at different levels. 
C. Readings in the field of study (trade books, journal articles, 
institutional/organizational pledges, proclamations, treaties, laws) to assist students 
in understanding the current status of the energy assessment movement on a 
domestic and global level. 
D. Class activities (small group interaction, group service-learning, peer 
evaluation, guided discussion, student presentations) to assist students in 
understanding concepts of energy assessmentt and implementation of energy 
strateQies and policies. 
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Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. Methods of evaluation may include but are not limited to the followino: 

1. Quizzes and tests to determine studenfs understanding of and ability to apply 
concepts of energy assessment. 
2. Writing Assignments that are comprehensive that establishes a strong 
understanding of energy_at;.sessment, energy policies and strategies within global 
and domestic environments. 
3. Group Project/Presentation that encourages students to work together to identify 
energy assessment plans within the global and/or domestic business environment. 
This presentation helps student recognize the successful strategies that ensure the 
accurate development of energy assessment and utilization plans. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writing, as well as out of class assignments are reauired. These assignments may include but are not limited to the following: 

1. 	 Written analysis of current policies and strategies within the energy 

assessment field will be regularly journaled. 


2. 	 Individual student participation will be evaluated based on the inquiry of 
energy assessment and utilization plans within the business environment 

3. 	 Group projects and presentations on energy assessment and utilization 
plans that incorporate current policies and regulations within domestic and 
international organizations. 

4. 	 Midterm/Final Exam in multiple choice and essay format and will assess the 
students comprehension energy sustainability, renewable energy and the 
different methods used in the Energy Assessment process. 

Textbook ( s): The required college-level textbooks may include. but are not limited to the following: 

Re uired 1 : 
Krigger, John and Corsi, Chris Residential Energy: Cost Savings and 

Comfort for Existin Buildin s 

IThomson-Shore, Inc. I1-880120-09-7 12009 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Su lemental 1 : 
Winebrake, James J. 	 Alternate Ene 
Author 	 Title 
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I Fairmont Press, Inc. I0824142993 12003 
Publisher ISBN Publication Date 

Su lemental 2 : 
Cassedy, Edward S. Prospects for Sustainable Energy - A 

critical assessment 
Author Title 

ICambridge University Press Ios21s31203 12000 
Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

NEW JAN 10 
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Submitted by:!'--K_._D_IM_E_M_M_O_____________.I Date: 11/19/09 
Subject Course 

(select from this 
Ii Number IJtle 

BUSINESS 

History - M HIST HIST 151 History and Appreciation of Danco 
Dance- M 

BADM SEMA 110 Managing Sustainability 
Business Practices 

DAN 	 DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units 
Lecture .!::.@ 

Units/Hours Units/Hours 3 0 3
+ 	 -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units- 64-72 4 units-192-216 48-54 	 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~-

Maximum 	 Pass/No Pass 
Enter number 

Enrollment: ALLOW 
Pass/No Pass ~ Yes or No TOP code0 (usually No) ONLY 	 (choose only 1 ) 

YES 


0506.00 


Yes or No 
(usually Yes) 

(click here for TOP 
!,;Od« W«h~iti;) 

time(S) for Credit (max 4) (More detailed information on course repeatabil ity can be found bfilll}.Can 
1 (If more than 1. justify with one of the following) be Because the course content differs each time It is offered ... 
~----~ .. . M1SI. the student who repeats it is gaining an expanded educational experience because sk/f/s and proficiencies are 

f-----; 	enhanced by supervised repetition and practice within class periods 
... M1SI. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

('gl Stand Alone Course Check box if Stand Alone course . 

A Stand Alone course is 8 Non-degree applicable credit course and/ore degree applicable credit course which is not part of an approved educational program. 


Catalog Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course introduces the concepts of natural resources management with an 
em hasis on sustainable ener resources and business ractices. To ics will 
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include basic natural resources management practices; past, present, and future 
usage and demand of energy resources; the role of sustainable energy resources in 
current and future energy policies within the business environment; and the 
manaaement of sustainable enerav resources. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces the concepts of natural resources management with an 
em hasis on sustainable ener resources and business ractices. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more infonnation on demonstrating need, click here) 

This course will count towards the requirements of the SEMA employment 
concentration, will be de ree a licable and will be CSU transferable. 
Prereguisite(s): 
Prerequisites go through a separate approval process. See Fonns E1-E4 for details. 

For further clarification, contact the Prer uisite Subcommittee 


SEMA -100 with a rade of C or better 
Coreguisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Fonns E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E 1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followina: 

1. Describe the concept of conservation as it relates to business. 
2. 	Define natural resources management 
3. 	Develop an energy management business plan as a project. 
4. 	Describe the current state of technology used in managing natural resources. 
5. 	Define the various types of natural resources. 
6. 	Describe the basic management techniques utilized in managing human 

populations. 
7. 	Describe the global distribution of energy resources. 
8. 	Describe the concept of supply and demand as it applies to energy 

consumption. 
9. 	Describe the relationship between energy consumption and business and 

economic development. 
10. 	 Describe the primary nonrenewable energy resources and the point of 

depletion for each type. 
11. 	 Define sustainability and describe its role in the development of future 

business resource management policies. 
12. 	 Describe the relationship between sustainability and natural resources 

management. 
Course Content: (please number the outline of main topics and subtopics) 

1. 	Conservation within the Business Environment 
a. 	Water 
b. 	Geothermal 
c. 	Solar 
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d. Wind 
e. 	Sustainability 

2. Natural resources management 
a. 	What is natural resources management? 
b. 	How does it apply to the International and Domestic business environment? 
c. 	Large vs. Small scale applications 
d. Describe the relationship between sustainability and natural resources 

management. 
3. Develop an energy management business plan for a project. 
4. Technology used in managing natural resources. 
5. Identify various types of natural resources and policies on sustainability 

a. Wind 
b. Solar 
c. Geothermal 
d. Water 
e. Use of Nanoscience in conservation 

6. Identify socio-economic diversity in basic management techniques utilized in 
managing human populations. 

7. Global distribution of energy resources. 
a. Barriers of import/export 

8. Supply and demand as it applies to energy consumption. 
9. Energy consumption and how to integrate within business and economic 

development. 
10. Energy resources and the point of depletion for each type. 
11. 	 Sustainability and its role in future business resource management 

policies. 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

A. Lecture and __~£ussion to explain_and define major sustainability energy concepts 
and compare various energy sustainability models based on socft!f=economic and 
demographic issues. 
B. Guest speakers (Faculty, Community Members) to provide insight_ as to the.... 
current energy sustainability and socio-economic~tivities ~~omestic and 
global environments. ·;' . ..•. · .-. · 
C. Readings in the field of study (trade books, jouf'hal articles, ._ · ~ 

institutional/organizational pledges, proclamations, treaties, laws) to assist students 
in understanding and testing sustainable energy theories and apply them to current 
governmental, business or international activities while integrating current policies 
and regulations. 
D. Class activities ( small group interaction, group service-learning , Learning team 

and individual evaluations, guided discussion, student presentations) to assist 
students in analyzing sustainable energy theories while applying them to 
contemporary issues thus providing an analysis of alternative outcomes for 

overnmen bustneStdlilamternational entities. 
Methods of Evaluation: A.student's grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. Methods of evaluation mav include but are not limited to the followina: 

1. Quizzes and tests to determine student's understanding of and ability to apply 
concepts of various energy sustainability models based on socio-economic and 
demoaraphic factors. 

REV 7/09 
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2. Comprehensive writing assignments that establish a strong understanding of 
sustainable energy theories integrating them current domestic and governmental 
policies and regulations. 
3. Group Project/Presentation that encourages students to work together to identify 
energy sustainability theories and plans within the global and/or domestic business 
environment This presentation helps student recognize the successful strategies 
that ensure the accurate identification of policies and regulations and how they 
integrate with socio-economic factors within the energy sustainability movement. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	 Quizzes to test student knowledge on the application of business concepts 
with energy sustainability topics. 

2. Written analysis of case studies on current energy sustainability topics. 
3. 	 Informal evaluations of student discussions of current sustainability 


business news. 

4. 	 Midterm/Final exam: Objective questions on fundamental concepts and 

essay questions that show analysis and application of basic business 
knowledge. 

5. 	 Group projects will be based on research of domestic or international 
companies that may have sustainability concerns and require energy 
assessments to incorporate into corporate culture. The projects will 
inte rate socio-economic factors and will include strata ies for success. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
R. Hinrichs and M. Kleinbach Energy- Its Use and the Environment, 4th 

Ed. 

J Thomson Brooks/Cole Io-4950-1oa55 J 2005 
Publisher ISBN Publication Date 

Required (2): 

Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Su lemental 1 
P. Komar 	 Renewable Enef'\ 
Author 	 Title 

REV 7/09 
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Diebold Institute for Public Policy 0-595-31218-7 2004 
Studies 
Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author TItie 

Publisher ISBN Publication Date 

JAN 10 

REV 7/09 
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Submitted by: .__IJ_o_h_n_S_c_hu_l_er___________~I Date: I 10/1/07 

Viticulture, 
Enology and 
Winery 
Technology 

Course 
Number Title 
VEW 100 Introduction to Viticulture 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technoloay In the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture YR 
Unit§LHour1 Unlt§LHours ~ + Q -1 unlt-16-18 1 unit - 48-54 
2 units - 32-36 2 unlts-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 unlts-64-72 4 unlts-192-216 48-54 + Q = 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~. 

Maximum Credit/No Yes or NoEnter number 
(usually Yes) Enrollment: Credit ALLOW 

Credit/No Yes or No TOP code (click hl'fe for TOP 
(usually No) code website)CreditONLY (choose only 1 ) 

Can time( s) for credit (max 4} (More detailed information on course repeatability can be found llifill).
1 (If more than 1. justify with one of the following)be '------+--'Bec=a=u=s.;:..,ethe course content differs each time it Is offered .•. 

.. J!!1Ji. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
1-----i enhanced by supervised repetition and practice within class periods 

... J!!1Ji. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which teaming objectives are 

~-~ obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course). (75 words or less in gray box below). 

An introduction to viticulture; historical perspective of grape cultivation for table grapes. wine 
•• Ni&iAs; grape varieties and species; botany. anatomy, propagation, climate. cultivation. 
vineyard management. plant-soil-water relations. irrigation. fertilization and pruning; weed, 
disease and pest control; establishment. training and pruning grapevines: harvest and oost
harvest ooerations. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

An historical perspective of grape cultivation; grape varieties. propagation, climate. vineyard 
mana ement irri ation fertilization runin as well as weed disease and est control. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

roval rocess. See Forms E1-E4 for details. 

None. 

A. demonstrate knowledge of the importance of grapes in world history; 
B. demonstrate knowledge of grape production in both California and worldwide; 
C. 	outline the basic aspects of grapevine biology and physiology; 
D. 	describe basic grape plant structures and functions; 
E. 	 describe the use and application of specific grape species and varieties; 
F. 	 describe the relationship of soil and climate relative to grape production; 
G. 	explain aspects of grapevine growth and development; 
H. 	demonstrate knowledge of vineyard management; 
I. 	 demonstrate knowledge of the basics of winemaking. 

Course Content: (please number the outline of main topics and subtopics) 

Lecture and Discussion Topics 

A. History of grape cultivation and world distribution. 
B. Important species and cultivars used throughout the world and the United 

States grape growing regions. 
C. 	Evolution and taxonomy of exploited species and important cultivars, varieties 

and rootstocks. 
D. 	Grape production in California: history, geography, raisin, table. and wine grape 

re ions and cultivators. 
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E. 	 Morphology and Anatomy: important cell and tissue types; structure and 
function. 

F. 	 Grape physiology: photosynthesis, transpiration, environmental control of 
growth and development. 

G. 	Growth and development: dormancy and budbreak, phonology, vegetative and 
reproductive growth, berry growth, and composition. 

H. 	Grapevine propagation methods, techniques and applications. 
I. 	 Vineyard soils, conservation and management. 
J. 	Vineyard water-plant-soil relations. 
K. 	Grapevine, water and nutrient requirements, soil fertility, irrigation and 

fertilization management. 
L. 	 Essential plant nutrients, application methods; water and nutrient deficiency 

symptoms. 
M. 	Vineyard establishment and management; site selection, orientation. soil 

preparation. planting, training, trellis design, trellis systems, and canopy 
management 

N. 	Harvest and post-harvest operations: maturity factors, raisin types and 
processing. table and wine grape harvesting, processing and storage. 

O. Seasonal vegetative training, management and dormant pruning. 
P. 	 Pruning systems and techniques. 
Q. 	Pest control: weed pests, insect pests, diseases of grapes, their control and 

management. 
R. 	Winemaking: a brief overview. 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinQ: 

A. Lecture and discussion on grape production, biology and physiology both in 
California and worldwide. 
B. Laboratory demonstrations and discussion to show students basic grape plant 
species, varieties and winemaking techniques. 
C. Audio-visual materials to show basic grape plant structures and functions. 
D. Field trips to show students the aspects of grapevine growth and development. 
E. Student hands-on laboratory activities and field practice to demonstrate basic 
vineyard management and winemaking. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. tvlethods of evaluation may include but are not limited to the following: 

1. Written examinations will include aspects of all stated learning objectives above. 
2. Reading and homework assignments will include aspects of all stated learning 
objectives above. 
3. Laboratory assignments will consist of laboratory reports which demonstrate the 
students knowledge of topics covered in the laboratory such as plant species and 
winemaking technigues. 
4. Field trips assignments will consist of reports, questionnaires or quizzes upon 
completion of the field trip. 

A. Three or more mid-term exams. 
B. One final exam. 
C. Two or more graded field study reports. 
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Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
ReadinQ and writinQ, as well as out of class assignments are required. These assignments may include but are not limited to the following: 

A. Weekly reading assignments in text related to lecture topics. 
B. Field trips at specified locations 
C. Vineyard cultural practices, e.g. Training and pruning 

D. Sample exam questions: 

1. True or false: An increase in light intensity is accompanied by a proportional 
increase in the rate of photosynthesis? 

2.Thick canopies adversely affect 

i) grape composition 

ii) next year's crop 

iii) grape berry health 

iv) all of the above 

v) none of the above 


Re uired 1 : 
Winkler. Cook, and Lider General Viticulture ( Ed.) 

Author Title 

I University Callfomla Press / 1974 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

VEW 100 new Jan 08 - Term Effective F A08 
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Submitted by: ~J_o_h_n_S_c_h_ul_e_r__________~J Date: I 10/1/07 
Course 
Number Title 

Viticulture, 
Enology and 
Winery 

1 Technology 

VEW 102 Introduction to Enology 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit {please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Unit§/Hour§ Units/Hours ~ + Q -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 48-54 + Q -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or mere areas from l!:l.iJi.!jfil. 

Maximum Credit/No Yes or No Enter number 
(usually Yes) Enrollment: Credit ALLOW 

Credit/No Yes or No TOP code (click herefor TOP 
(usually No) code website) CreditONLY (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found !lfilfil.
1 (If mere than 1. justify with one of the following) be '----+--"8-""ec"'a=u=s.=,ethe course content differs each time it Is offered ... 

... fil11!. the student who repeats it is gaining an expanded educational experience because skl//s and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... fil11!. the student who repeats it is gaming an expanded educational experience because active participatory 
experience in Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
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Please onl describe the course . 75 words or less in ra box below . 

An introduction to the science of winemaking, including history and geographical distribution; 
grape varieties and wine types; influence of climate and soil; wine fermentation, handling, 
storage and bottling methods; wine disorders; winery sanitation; legal compliance. Students 
must be 21 ears or older to artici ate in wine tastin . 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in aray box below\. 

An introduction to the science of winemaking, including history and geographical distribution; 
wine fennentation, handling, storage and bottling methods; wine disorders; winery sanitation; 
legal compliance. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

None. 

roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

A. Define fundamental concepts of enology; 
B. 	List and describe all basic tasks required for winemaking; 
C. 	Create a plan for the production of premium wine; 
D. 	Evaluate alternative winemaking practices; 
E. 	Assess results of winemaking experiments; 
F. 	 Apply principles of wine chemistry and microbiology; 
G. 	Discuss scientific literature related to winemaking; 
H. 	Interpret the information on a wine label; 
I. 	 Summarize the climate, soil and geographic factors that contribute to the 

uniqueness of wine; 
J. 	Compare the resources available in different wine growing regions that 

facilitate wine production. 

Course Content: (please number the outline of main topics and subtopics) 

Lecture and Discussion Topics 

A. 	History of winemaking. 
B. History of California winemaking. 
C. World wine-producing regions. 
D. 	California wine-producing regions. 
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E. Grape varieties used for wine production. 
F. Traditional European wine styles. 
G. World and California climate regions. 
H. Influence of climate, soils and topography. 
I. Introduction to fermentation chemistry. 
J. The role of yeasts and bacteria in wine fermentation. 
K. Grape crushing, pressing and fermentation practices. 
L. Post-fermentation handling of wine. 
M. Barrel and tank storage of wine. 
N. Filtration, fining, racking, and bottling practices. 
0. Case storage and shipping of bottled wine. 
P. Wine spoilage disorders. 
Q. Winery sanitation and safety practices. 
R. Record-keeping practices. 
S. Leaal compliance reauirements 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followino: 

A. Lecture and discussion on the fundamental concepts of enology and the basic 
tasks required for winemaking. 
B. Demonstrations and discussion on the wine chemistry, microbiology, current 
scientific literature and aspects of producing premium wines. 
C. Audio-visual materials can be used to describe all basic tasks required for 
winemaking as well as presenting climate, soil and geographic factors that contribute 
to the uniqueness of wine. 
0. Field trips to evaluate alternative winemaking practices and compare the resources 
available in different wine growing regions that facilitate wine production. 
E. Student hands-on activities and field practice for assessing results of winemaking 
experiments and evaluating alternative winemaking practices. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

1. Written examinations will assess all learning objectives stated above. 
2. Reading and homework assignments on all basic tasks required for winemaking 
and the principles of wine chemistry and microbiology. 
3. Laboratory assignments on winemaking and wine chemistry. 
4. Field trips assignments for assessing alternative winemaking practices and 
comparing the resources available in different wine growing regions that facilitate 
wine production. 
5. Field trips assignments will consist of reports, questionnaires or quizzes upon 
completion of the field trip. 

A. Two or more mid-term exams assessing all learning objectives stated above 
B. One comprehensive final exam. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writing, as well as out of class assignments are required. These assignments may include but are not limited to the following: 
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12. Examples of Assignments: Students will be expected to understand and critique college level 
texts or the equivalent. Reading and writing, as well as out of class assignments are required. These 
assignments may include but are not limited to the following: 

A. Weekly reading assignments in text related to lecture topics. 
B. Field trips at specified locations 
C. Vineyard cultural practices, e.g. Training and pruning 

D. Sample exam questions: 

1. True or false: An increase in light intensity is accompanied by a proportional 
increase in the rate of photosynthesis? 

2.Thick canopies adversely affect 

i) grape composition 

ii) next year's crop 

iii) grape berry health 

iv) all of the above 

v) none of the above 

3. Describe hot and cold fermentations. Which wines apply to these two types 
of fermentation? 

4. Explain malolactic fermentation? 
5. Explain the terms 'racking' and 'fining' and why and when they are done. 

Re uired 1 : 
Johnson &Halliday 

Author 

I Simon & Schuster 

Publisher 

I 
Required (2): 

Author 

ISBN 

The Vintner's Art: How Great Wines Are Made, 1 

Title 

I1992 
Publication Date 

Title 

Ed. 

Publisher 

I 
Required (3): 

Author 

ISBN 

Title 

Publication Date 

Pub I I sher 

I 
Supplemental (1 ): 

ISBN Publication Date 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 
I 

Author Tltle 
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PubIIsher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

VEW 102 new JAN 08 effFA08 



Mt. San Jacinto College 

Page 1of4 Integrated Course Outline of Record FormB 


Submitted by: l~J_o_h_n_S_c_h_u_le_r___________~ Date: 815/09J 

Course 
Number Jjtle 

Agriculture Viticulture, VEW 108 Introduction to Winery 
Enology and 
Winery 
Technolo~ 

; -=i 

I I 

Business Principles 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Unill!lHQurs Units/HQurs 3 0 - 3+ 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~. 

Maximum Pass/No Pass Yes or NoEnter number Yes (usually Yes) Enrollment: ALLOW 
Pass/No Pass Yes or No 	 TOP code (click here for TOP0104.00(usually No) code website) ONLY (choose only 1 ) 

'---------' 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found llirrfil.
1 (If more than 1. justify with one of the following) be ~-_,__B_ec_a_u_s_ethe course content differs each time it is offered ... 

... l!lS! the student who repeats ii is gaining an expanded educational experience because ski/ls and proficiencies are 
~---; 	enhanced by supervised repetition and practice within class periods 

... Ms!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

~--~ 

• , Stand Alone Course Check box if Stand Alone course. 
~A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 

program. 
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Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course is an introduction to the business of winemaking. Topics include marketing, 
basic accounting, media relations, product management, inventory control, state and federal 
compliance licensing, industry trends, distribution channels, wine club development and 
management, human resources and ALC management, state and federal taxation, 
insurance, vinta e forecastin , and indust contracts. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). {25 words or less in grav box below). 

An introduction to the business of winemaking. Topics include marketing, media relations, 
product management, inventory control, state and federal compliance licensing, industry 
trends, and wine club development. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The course makes productive use of particular strengths the college has to offer and is in 

demand b students with transfer or occu ational oals. 

Prereguisite(s): 

Prerequisites go through a separate approval process. See Forms E1-E4 for details. 

For further clarification, contact the Prer uisite Subcommittee 


None. 
Coreguisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

roval rocess. See Forms E1-E4 for details. 

Other Enrollment Criteria: 
I None. 

Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followino: 

1. 	Apply the principles of marketing and branding to wine sales; 
2. 	 Apply the principles of pricing in the marketplace. 
3. 	 Describe the process of vintage forecasting; 
4. 	 Describe public and media relations and how they apply to the wine 


industry; 

5. 	Apply the process of bookkeeping and accounting for wineries; 
6. 	 Interpret winery financial reports; 
7. 	Outline the TTB and ABC laws pertaining to wine consumption and sales; 
8. 	 Explain the various wine distribution channels; 
9. 	Describe TTB training for wine sales; 

10. Describe state and federal licensing requirements for wine sales; 
11. Describe how E commerce and social networking effect wine sales; 
12. Outline insurance requirements in the wine industry; 
13. Analyze grape contracts between winery and grower; 
14. Apply principles of wine club development and management; 
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Course Content: (please number the outline of main topics and subtopics) 

Lecture and Discussion Topics 
1. Marketing wines -	 strategies for presenting brand to the marketplace including 

a) advertising in magazines b) internet usage c) use of local 
hotels, chambers of commerce, tourism offices. 

2. 	 Branding wines - the image of the wine based on a) demographics b) target 
markets c) trends. 

3. Pricing and the marketplace. 
4. Pricing based on branding strategies. 
5. Vintage forecasting based on a) shelf-life b) market trends 
6. Public and media relations- a) newspapers, b) radio c) production company videos. 
7. Bookkeeping and accounting- a)Tax laws b) inventory control c) valuation. 
8. Winery financial reports. 
9. TTB and ABC laws - state and federal licensing requirements and the relationship 

between the two. 
10. Wine wholesale distribution channels- a) 3 tier system b) direct distribution 
11.lnsurance. 
12. Grape contracts between the grower and winery. 
13. E commerce and email in wine sales - a) the internet b) social networking 

c) biogs. 
14. Wine club development. 
15. Wine club management. 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. Lecture and discussion on the business principles of winery operations. 
B. Discussions on wine club development and management. 
C. Audio-visual materials can be used to describe the various topics in the course 
content. 
D. Field trips to evaluate winery distribution operations. 
E. Student assignments with winery bookkeeping and accounting methods. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

1. Written examinations will assess all learning objectives stated above. 
2. Reading and homework assignments on the topics of winery business operations. 
3. Assignments related to developing and managing a winery wine club. 
4. Field trips assignments will consist of reports, questionnaires or quizzes upon 
completion of the field trip. 

A. Two or more mid-term exams assessing all learning objectives stated above 
B. One comprehensive final exam. 
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B.. Field trips.at specified locations .. 
c~ Develop a \Vine club~ . 
D. Develop a basic business plan for a new winery. 

Textbook ( s): The required co11ege-1eve1 textbooks may inctude, but are not limited to the to11owing: 

Re uired 1 : 
Thach, Liz; Olsen, Janeen; Wagner, Paul Wine Marketing and Safes-Success 

Stra ies for a Saturated Market 
Author Title 

I The Wine Appreciation Guild I2001 
Publisher ISBN Publication Date 

Required (2): 

Author Title 
- - ---,-=-----

-

Publisher ISBN Publication Date 

Required (3): 
I 

Author Trtle 

Publisher ISBN Publication Date 

Su lemental 1 : 
Hall C. Michael· Mitchell Richard Wine Marketin : A Practical Guide 
Author Title 

[ Els.Viet t.td: 
ISBN Publication Date 

Successful Wine Marketin ·. 
Author Title 

ISpringer Science& Business Medial 12001 
Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publlsher ISBN Publication Date 

NEW JAN09 



Mt. San Jacinto College 

Page 1of4 Integrated Course Outline of Record FormB 


Submitted by: 

Discigline 
(""lll!Gt fr nm th<.. list) 1-i...,, from this llsn 

Subject 
(select from this 

l'!>I) 

Course 
Number Title 

[Multiple Occupational [Various] 149 Occupational Internship: 
disciplines] Internshi~ 

I -i 
'1 I 

General 

I 

I 
I 
I 
I 

I 
I 

History  M HIST HIST 151 History and Appreciation of Dance 
Dance  M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001-069 Non-Degree credit. b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer fonn). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

~ 
Units/Hours 
1 unit-16-18 
2 units - 32-36 
3 units - 48-54 
4 units-64-72 
5 units - 80-90 

Lab 
Units/Hours 
1 unit - 48-54 
2 units - 96-108 
3 units-144-162 
4 units-192-216 
5 units - 240-270 

Lecture Units Lab Units 
N/A + NIA 

Lecture Hours Lab Hours 

N/A N/A+ 

Total Units 
- 1-401-

Total Hours 
75-240+ 

-- See Other 
Enrollment 
Criteria.* 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~. 

Maximum Pass/No Pass Yes 

4932.00 

Yes or NoEnter number (usually Yes) 

Pass/No Pass 
Enrollment: ALLOW 

Yes or No TOP code I click here for TOP 
(usually No) code website) ONLY (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~.Can 
4 (If more than 1 , justify with one of the following) be Because the course content differs each time it is offered ... 

~--+---~X ... fJ!15!.. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
,______, enhanced by supervised repetition and practice within class periods 

!J!15!.. the student who repeats it is gaining an expanded educational experience because active participatory
X experience In Individual study or group assignments Is the basic means by which learning objectives are 

obtained. 

taken 

~--~ 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 
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Catalog Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please onlv describe the course). (75 words or less in orav box below}. 

The purpose of this course is to enable eligible students to include supervised on-the-job 
training as an integral part of the total college educational program. This is accomplished 
through a planned program of learning experiences which combines academic and 
vocational learning at school with new learning experiences on the job in an occupational 
setting. 

To count words. select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

On-the-job application of concepts and skills related to the student's program. 

To count words. select only the words within the catalog description. then go to Tools. and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

This course provides on-the-job experience within a student's career field or general work 
experience and provides the opportunity for students to apply theory and skills learned in 
academic and vocational courses. Such experience will give students with little work 
experience in the field the opportunity to assess their attitudes and needs with respect to 
their future careers. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a roval rocess. See Forms E 1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a 

None. 
Other Enrollment Criteria·. 
Each student must be enrolled for the full semester and have completed one course in the discipline. A training 
agreement must be completed prior to registration. Please refer to the Occupational Internship Student 
Handbook for specific information. 

*OI units apply to this course. The following table specifies the unit credit earned for hours worked in 
Internship: 

Paid hours Unpaid hours Credits earned 
60-11975-149 1 

150-224 120-179 2 
225-299 180-239 3 

300+ 240+ 4 

1. 	 Assess his or her attitudes and abilities with respect to the requirements of the relevant 
career field and the specific internship experience. 

2. 	 Demonstrate resume and interview skills in relationship to career expectations. 
3. 	 Demonstrate occupational competence. 
4. 	 Analyze a target organization in terms of its products, structure, size, and economic impact 

on the community. 
5. 	 Observe and evaluate policies and behavior in organizations related to diversity and gender 

issues. 
6. 	 A I field-related theories and skills to real 'ob situations. 
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7. 	 Create and meet specific individual and program objectives as established in the internship
training plan. 

8. 	 Meet SCANS competencies or other competencies as relevant to field. 

Course Content: (please number the outline of main topics and subtopics) 

1. 	 Information about the organization targeted for the potential internship 
a. Its products or services 
b. Its size and structure 
c. The requirements of the internship position 
d. The nature of jobs and employment in the industry 

2. 	 Employment application procedures and skills 
a. Resume and portfolio construction 
b. Interview preparation 
c. Interview process 

3. 	 The training plan 
a. Writing performance objectives 
b. Maintaining a training log 
c. Evaluating progress toward objectives 

4. 	 Relevant social issues 
a. Diversity and gender equity 
b. Economic contributions of organization to the community 
c. Standards of ethical practice in the field 

5. 	 Field-specific information and skills (will vary by program) 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followinq: 

1. 	 Jndividual consultation with the College Coordinator of Internships, program instructor and 
employer/trainer to plan and write performance objectives and to complete a training plan. [The 
completed training plan will be submitted to the career internship faculty for final approval prior to 
the starting date.] 

2. 	 Lecture and discussion concerning internship-related issues, including job-hunting, theory and 
skill application, and diversity/gender issues. 

3. 	 Individual and group preparation for the employment process, including mock interviews and 
resume development. 

4. 	 Supervised on-the-job experience within the selected field-related organization. 
5. 	 Individual writing, including a training log, self-evaluations, analyses of the internship 

experience. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. tv1ethods of evaluation may include but are not limited to the followinq: 

1. 	 Evaluation of written assignments including portfolio (if applicable) based on demonstrated 
completion of course and individual training-plan objectives 

2. 	 Completion of detailed training log and contract 
3. 	 Assessment of on-the-job learning and performance by employer/trainer. 
4. 	 Quality of participation in discussions with instructor and work supervisor. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	 Complete a Training Log on a daily basis, accounting for every day of training. 
a. 	 Indicate tasks and duties performed on a daily basis in the weekly log. 
b. Annotate analysis of the connections between course of study and work experience. 
c. 	 Note and explain any absences. 

2. 	 Write a self-evaluation in relation to the internshi 
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a. 	 Describe your objectives at the start of the internship. 
b. 	 Assess your progress toward your objectives. 
c. 	 Discuss how the internship experience has influenced your career preparation. 

3. 	 Submit a college level paper three-to-four typewritten pages in length, or portfolio, to address the 
following: 
a. 	 Training situation. Include the name of the occupation, the name and address of the site, and 

the employer/trainer's name. 
b. 	 Related instruction. Explain which courses in the program were particularly helpful in 


preparation for training. 

c. 	 Training experience. Describe at least one highlight of the internship experience and 


describe in detail the two most challenging tasks or duties. 

d. 	 Cultural Diversity/Gender Equity. Assess the internship in light of issues discussed in class 

and experience in the workplace pertaining to gender equity and cultural diversity. 
e. 	 Economics. Discuss the workplace in light of its contribution to the economic base of the 

local community. 
f. 	 Goals: Describe how the internship experience affected long-term goals. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Su lemental 1 : 
line. 

Author Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, Ca 92583 

Author: John Schuler Date: 8124106 
Dept: Chemistry Program: Chemistry 
1. Cours e Title: Introduction to Chemistry 
2. Cours e Number: CHEM 100 

3. Miscellaneous: 
3a. Units/Hours 

Lecture Lecture 
Units/Hours Units/Hours Total Units 	 Units Lab Units 1 unit-16-18 1 unit - 48-54 

2 units - 32-36 2 units - 96-108 4 - 3 + 1-3 units - 48-54 3 units -144-162 
4 units - 64-72 4 units -192-216 	 Lecture 
5 units - 80-90 5 units - 240-270 Total Hours Hours Lab Hours 

96-108 -- 48-54 + 48-54 
3b. Credit Type 

EJ Transfer Credit ~Degree DNon-Degree DNon-Credit (click here forLJ Credit Credit Transfer Form) 

3c. AA/AS Degree Pattern 
[=:!] General Ed Breadth X IElective 

Area: .-IA--------+--~ Area: '-------------' 

3d. Maximum Enrollment: Enter number 28 
3e. Credit/No Credit ONLY 	 NO Yes or No 

' 3f. Credit/No Credit ALLOW 	 YES Yes or No 

3g. Can be taken 	 111 time(s) for credit (maximum 4): 

L:.J (If more than 1, justify with one of the following)
D It is a lab class that emphasizes the development of skills over time

D It is a lecture course in which the content varies from year to year 

3h. TOP code (click I 	 I 
here for TOP code 1905.00 

website) 


4. Catalo Descri tion: 75 words or less 

This is an introductory course in the basic concepts of chemistry. Topics covered 
are: metric system and numbers, chemical view of matter, periodic table and 
elements, atomic theory, chemical bonds, stoichiometry and chemical equations, 
solutions and o anic chemis 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If 
ou select the entire box that the words are within it won't ive an accurate count. 

5. Short Descri tion Schedule : 25 words or less 

A course on the basic concepts of chemistry. The metric system, solutions, the 

riodic table, atomic theo and stoichiomet are some of the to ics covered. 
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To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If 
vou select the entire box that the words are within, it won't qive an accurate count. 

6. Need/Justification: 

~-----·----------------------------· --------!
7. Prerequisite(s), Corequisite(s), Recommended Preparation: 
Pre- and Coreauisites ao thTough a separate approval ~ss. See Forms E and E1-E3 for details. 

Two ve~~-~f!igh school algebra or Math 090 or equivalent. 
8. Leaming Objectives: (express in behavioral terms) 
UPOn the completion ~f the course the student will be able to do the following: 

Lecture Obiectives 

1. Write symbols for elements, isotopes and chemical fonnulas as well as 
write the names for those symbols. 

2. Balance chemical equations and calculate theoretical and percentage yields 
using those balanced chemical equations. 

3. Synthesize the major aspects of Modem Atomic Theory by understanding 
how the arrangement of the subatomic parts of the atom and the electron 
configurations of those atoms. 

4. Compare and contrast the different types of bonds fonned in molecules by 
writing Lewis Structures and discussing the concepts of electronegativity, 
bond polarity, dipole moments and VSEPR theory. 

5. Describe postulates for the Kinetic Molecular Theory of Gases and 
calculate, using gas law equations, the variables of temperature, pressure, 
volume and moles. 

6. Describe the pH scale and calculate molarity, weight percent of standard 
and diluted solutions. 

7. Write the names and structural formulas for all classes of organic 
compounds. 

Laboratory Obiectives 

1. Safely use laboratory equipment 
2. Properly use laboratory equipment 
3. Properly record measurements and 
4. Complete calculations to the proper number of significant figures. 
5. Complete and hand-in laboratory assignments in the format requested by 

Instructor. 

i---------~------··· ---· -·-·---------------------1 

~---------------------- ----------------------; 

1. Chemical Foundations 
• the Scientific Method 
• Scientific Notation 
.. Units of Measurement 
• Uncertainty in M~_a_s_u_re_m_e_n_t______________________. 
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- Significant Figures in Calculations 
·Dimensional Analysis 
-Temperature and Density 
- Classification of Matter 

2. Matter and Energy 
- Physical and Chemical Properties and Changes 
- Elements and Compounds 
- Mixtures and Pure Substances 
- Separation of Mixtures 
- Energy and Energy Changes 

3. Chemical Foundations: Elements, Atoms and Ions 
- Symbols for the Elements 
- Dalton's Atomic Theory 
• Formulas of Compounds 

- Atomic Structure 

- Modem Concepts of Atomic Structure 

- Isotopes 

- Introduction to the Periodic Table 

- Natural States of the Elements 

- Ions and Compounds that Contain Ions 


4. Nomenclature 
- Naming Compounds Containing a Metal and Non-Metal 
- Naming Compounds Containing Only Non-Metals 
- Naming Compounds Containing Polyatomic Ions 
- Naming Acids 
- Writing Formulas from Names 

5. Chemical Reactions 
- Evidence for Chemical Reactions 
- Chemical Equations 
- Balancing Chemical Equations 

6. Chemical Composition 
- Atomic Masses 
-The Mole 
- Molar Mass 
- Percent Composition of Compounds 
- Determining the Formula of a Compound 
- Calculation of Empirical and Molecular Formulas 

7. Chemical Quantities 
- Stoichiometric Calculations 
- Theoretical Yield and Percent Yield Calculations 

8. Types of Chemical Reactions and Solution Stoichiometry 
- Precipitation Reactions 
- Acid-Base Reactions 
- Oxidation-Reduction Reactions 

9. Modem Atomic Theory 
- Electromagnetic Radiation and Energy 
- The Bohr Model of the Atom 



p. 4of17 Integrated Course Outline of Record FormB 

• The Wave Mechanical Model of the Atom 

· Electron Configurations and the Periodic Table 

• Atomic Properties and the Periodic Chart 

10. Chemical Bonding 
- Types of Chemical Bonds 
• Electronegativlty 

- Bond Polarity and Dipole Moments 

- Electron Configurations and Charges on Ions 

- Covalent Bonds 

- Lewis Structures 

• Lewis Structures and Multiple Bonds 
• Molecular Structure and VSEPR Theory 

11. Gases 
- Pressure 
· Boyle's Law, Charles' Law, and Avogadro's Law 
• Ideal Gas Law 
• Gas Stoichiometry 
• Dalton's Law of Partial Pressure 

- Kinetic Molecular Theory 


12. Liquids and Solids 
• Water and Phase Changes 
• Energy Requirements and Phase Changes 

- Intermolecular Forces 

• Evaporation and Vapor Pressure 

- Types of Solids 

• Bonding In Solids 

13. Solutions 
· Solution Composition: Saturated and Unsaturated Solutions 
.. Concentration: Mass Percent and Molarity 
· Dilution 
- Stoichiometry: Solution Reactions 

14. Acids and Bases 
- Acid Strength 
• Water as an Acid and a Base 

.. The pH Scale 

- Calculating the pH of a Strong Acid Solution 

• Buffered Solutions 

15. Organic Chemistry 
- Carbon Bonding 
· Functional Groups 
- Structural Formulas and Isomerism 
• Nomenclature: Naming Alkanes, Alkenes, Alkynes Aromatic Hydrocarbons, 

Alcohols, Aldehydes, Ketones, Carboxyllc Acids and Esters 

·Polymers 


10. Methods of Instruction: (reflective of a variety of learning styles) 
Methods of Instruction mav include, but are not limited to the following: 
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..-----------..,...--------------------------,
1. Lecture will be covered with the following percentages representing the 

approximate time allotted for each method (Lecture Learning Objectives 1·7): 

a) Use of presentation software (powerpolnt, etc) and whiteboard 70% to80% 
b) Use of films and tapes 0% to 10% 
c) Use of classroom models, charts and graphs 0%to5% 
d) Use of classroom demonstrations {chemical reactions, etc.) 0%to5% 
e) Review for homework assignments and exams 0%to 10% 

2. Laboratory assignments will be covered with the following percentages 
representing the approximate time allotted for each method (Laboratory 
Leaming Objectives 1-5): 

a) Wet and dry chemical laboratory experiments 85% to 100% 
See "Examples of Laboratory Assignments" section below for example 

b) Computer laboratory software ass ignments 0% to 15% 
Examples could include finding the atomic weight of magnesium by 
hydrogen gas evolution using software such as Model Chemlab by Model 
Science Software or completing a solution preparation experiment using 

1-----oftw_ are like th~t offered by ChemSW'. ------------1s__ 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include '?.!It are not limited t_~ the following: · -- - ---- -----------------! 
The following percentages represent how the total amount of points In the course 
will be divided between the various areas: 

1. Homework 	 0% to 15% 
See "Examples of Assignments" section below for examples of homework 

problems and their expected level of difficulty. 

2. Midterm exams 	 35% to 50% 
See "Examples of Assignments" section below for examples of exam 
problems and their expected level of difficulty. 

3. Final exam 20% to 30% 
See "Examples of Assignments" section below for examples of exam 
problems and their expected level of difficulty. 

4. Laboratory exercises 	 20% to 30% 

5. Computer exercises 0% to 15% 
Computer exercises are supplied on cd-rom with text. 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the eaulvalent. Reading and writing, as well as out of class assignments are required. 
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These assl nments ma 

1~ Sftidentswill cC>rnpleftt all horneworfc problems assigned from the textbook 
or provided by the instructor. Some examples are: ·~ 

a) Write.structures for the following organic compounds: 
i) .2•propano1 · ii) p-bromochl0robenzene .iii) pentanal 

bl Write the formulas for the following inorganic compounds: 
i) sodium sulfate ii) calcium phosphate iii) aluminum chlorate 

c) Draw Lewi$ structures for : 
i) co32 ·.·.. n103. .• m> so2 

d) For the following balanced equation : 
2C2H2 + 502 -> 4C02 + 2H20 

Calculate the grams of C02 formed if 20 grams of ~H2 react with 
30.grams of 02• 

Single DispjAc:~ment Reactioni 

~ Labo~..riments and reports assigned by instructor. An example of 
alaboratory experiment 

fu ~ sitlgle-displacetnent reaction one element ref!cts with a C01llPQund to take the place ofone of 
the elements ofthat compound. Adifferen.telemeat and a different compound are formed. The . 
general form ofthe equation is 

A+ BC--.B+AC or A + BC___,.. C+BA 

metal. halogen 

. . 

IfAis a metal, A will replace B to fonn AC~ providing A is more reactive metal than B. IfA is a 
halogen, it willreplaceC to form BA,. proViding.Aisamore reactive halogen than C. 

A briefactivity series ofselected metals (and hydrogen) and halogens are shown in figure A. The 
·series are listed in descending:order ofchemical reactivity, with the most.active metals and 
halogens at the~top~iFrom such series it. is possible to predict many chenlical reactions.Any metal 
on the list.will replace the ions. ofthose metals that appear anywhere underneath it on the list~ For 
example, zinc metafwiUreplace hydrogen from a hydrochloric acid solution. But copper metal, 
which is underneath hydrogen on the list and thus less reactive than hydrogen, will not replace 
hydrogen from a hydrochloric acid solution. Some reactions that fall into this category follow. 

a metal + acid ~ + salt 
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..
Zn (s) + 2 HCl (aq) H2 (g) + ZnCh (aq) 

2 Al (s) + 3 H2S04 ( aq) --+ 3 H2 (g) + Ah(S04)3 ( aq) 

(b) metal + water --+ hydrogen + metal hydroxide or metal oxide 

2 Na (s) + 2H20 --+ H2(g) + 2 NaOH (aq) 

Ca (s) + 2H20 H2 (g) + Ca(OH)2 (aq) 

3 Fe (s) + 4 H20 (g) --+ 4 H2 (g) + Fe304 (s) 
steam 

(c) metal + salt metal + salt 

Fe(s) + CuS04 (aq) Cu (s) + FeS04 (aq) 

Cu (s) + 2 AgN03 (aq) ., 2 Ag (s) + Cu(N03)2 (aq) 

(d) halogen + halogen salt ., halogen + halogen salt 

Ch(g) + 2 NaBr (aq) Br2 (1) + 2 NaCl (aq) 

Ch(g) + 2 KI (aq) Ii (s) + 2 KCl (aq) 

A common chemical reaction is the displacement ofhydrogen from water or acids. This reaction 
is a good illustration of the relative reactivity ofmetals and the use of the activity series. 

K, Ca, and Na displace hydrogen from cold water, steam, and acids 
Mg, Al, Zn, and Fe displace hydrogen from steam and acids 
Ni, Sn, and Pb displace hydrogen only from acids 
Cu, Ag, Hg, and Au do not displace hydrogen. 

The chemical reactivity ofelements varies over an immense range. Some, like sodium and 
fluorine, are so reactive that they are never found in the free or uncombined state in nature. 
Others, like xenon and platinum, are nearly inert and can be made to react with other elements 
only under special conditions. 

The reactivity of an element is related to its tendency to lose or gain electrons; that is, to be 
oxidized or reduced. In principle it is possible to arrange nearly all the elements into a single 
series in order of their reactivities. A series of this kind indicates which free elements are capable 
ofdisplacing other elements for their compounds. To illustrate the preparation ofan activity 
series, you will experiment with a small group of selected elements and their compounds. 
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mg pp r and mer ury. 

Example l. fe, drop ofmercury metal are added to a lution o copper(m ht rid (H h). 

1 hang is ob ed e n after the luti n ha b n tanding for a prol ng tim and y u 
con Jud that there i n rea tion. 


E ample 2. trip f m talli pper i imm ed in a Juli n ofmer ury (IT) chloride (H h). 


Th pp trip i n ated ' ith m talli mer ury and the solution b m pal gr en. From 

the ·d nee y u nclude that mercury will n t di pJa er in copper mpound but copper 
will di pla mer ury in mer ury compound. Therefi re copper i a m re rea tive metal than 
mercury and is abo e mercury in the activity eri . In t nn of bemical equation there facts may 
be repr nted 

ample I. Hg l) + Cu h (aq) ___ ., o reaction 

E ampJ 2. u ( + H Ii (a Hg l + u h ( q) 

Th nd uati n show that in term ofo idati n numb r (or charg ), th chloride i n 
remained unchanged mercury changed from +2 to and copper changed from a 0 to a +2. The 
+2 xidation tat of pper i th one nonnaUy fanned in oluti n. 

Expres ed an ther way the actual reaction that occurred was a di placement of a mercury ion by a j' 

pper atom. Thi can b expr ed m re imply in uation fi rm: , 

___., Hgo + u 2 ( aq) 

In ntrast to d uble displai ment rea tion, ingl di placement reacti n inv Ive chang m 
oxidation numb and therefore are also classified as o · dation-reduction reactions. 



I 
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Figure A. 

Activity Series 

Metals Halogens 

F2r K 

C}z 


Na 


Ca 

Br2 
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Ag 


Hg 


Au 
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Procedure 

1. In a clean spot plate, add in the proper order, 1 to 1 Yz mL of solutions listed below. 

position 1. silver nitrate 

position 2. copper (II) nitrate 

position 3. lead (II) nitrate 

position 4. magnesium sulfate 

position 5. dilute (3M) sulfuric acid 

position 6. dilute (3M) sulfuric acid 


In the first position add a polished piece of copper, in the second a piece oflead, in the third a 
piece ofpolished zinc, the forth a piece ofpolished zinc, the fifth a piece of polished copper and 
in the sixth, a piece ofpolished zinc. (all metals should be polished except the lead, which is too 
soft to polish). Use a piece ofsteel wool to polish the metals. 

2. Observe the contents ofeach well carefully and record any evidence of chemical 
reaction. 

Note: Evidence of reaction will be either evolution ofgas (bubbles) or appearance of a metallic 
deposit on the surface of the metal strip. Metals deposited from a solution are often black or gray 
(in the case ofcopper, very dark reddish brown) and bear little resemblance to commercially 
prepared metals. 

With some of the combinations used in these experiments, the reactions may be slow or difficult 
to detect. Ifyou see no immediate evidence ofreaction, wait for 10 minutes, then reexamine it. 

3. Dispose of the solutions and metals pieces in the waste container in the back fume 
hood. 
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Pre Lab for Single-displacement reactions 

Name 
~~~~~~~~~~~ 

Define 

oxidation 

reactivity 

displacement 

activity series 

reduction 
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1. Will a reaction occur between (a) nickel metal and hydrochloric acid and (b) tin metal 
and a solution of aluminum chloride? Write a balanced equation for each reaction and 

·~ explain any reaction. 

(a) 

(b) 

2. Complete and balance the equations for these single-displacement reactions: 

(b) Al + CoS04 11o 

(c) Mg + AgN03 11o 
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·- ·---·---- --- - -------,
s.ingle-d· pl m nt rea ti n and tat 

R n xt t th balan ed equation: 

(a g + H_ 04 ( q) • 

(b h 'aBr( q) ..l 

(c) Pb + A 03 aq) __. 

d) l + HBr(aq) ., 

(e u + F h aq) 

(f) f2 + H I aq) 

(h g + Zn h aq 
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Report Sheet for Single-displacement reactions 

Evidence of Reaction 
Describe any evidence of reaction; if no 
reaction was observed, write "None". 

Equation (to be completed) 
Write "No reaction", if no reaction was 
observed. (Balance the equation) 

1. Cu+ AgN03 (aq) 

2. 

Zn+ Pb(N03)2 (aq)3. 

4. Zn+ MgS04 (aq) 

5. 



p. 15of17 Integrated Course Outline of Record Form B 

6. Zn + H2S04 (aq) 

1. Complete the following table by writing the symbols of the two elements whose reactivites are 
being compared in each test: 

Position Number 

1 2 3 4 5 6 

Greater activity 

Lesser activity 

2. Arrange Pb, Mg and Zn in order of their activities, listing the least active first. 

l) _______ 

2)_______ 

3)_______ 

3. On the basis of the reactions observed in the six metal and solutions tested in lab, 

(a) Would silver react with dilute sulfuric acid? Why or why not? 
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(b) Would magnesium react with dilute sulfuric acid? Why or why not? 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 

(Author)Zumdahl 

(Title) Introductory Chemistry- A foundation, 5th edition 

(Publisher)Houqhton Mifflin Co. ISBN 0-618-30499-1 (Publication Date) 2004 

(2) Required: 

(Author )Hein 
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(Title)lntroductorv Chemistrv in The Laboratorv 

(Publisher) John Wiley & Sons 
2004 

(3) Required: 

I Author) 

(Title\ 

(Publisher) ISBN 

(1) Supplemental: 

(Author) 

(Title\ 

I Publisher\ ISBN 

(2) Supplemental: 

(~ 

(Title\ 

(Publisher) ISBN 

(3) Supplemental: 

(Author\ 

(Title) 

(Publisher) ISBN 

Other Reference Materials/Supplies 

ISBN 0-471-45195-9 

(Publication Date) 

!Publication Date\ 

(Publication Date) 

(Publication Date) 

(Publication Date) 
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Submitted by: [Jason Hlebakos I Date: I 10/5/09 
Subject CourseDiscigline Degartment I select from this 

I..,.IH1 from thi<:. !i'<1 \ 1...1..ct frnm !hl~ l~l) Hst\ Number Title 
Biological Biological I BIOL 144 Plant Biology 
Sciences Sciences -

I 

I j 

I I I 
I 

History- M HIST HIST 151 History and Appreciation of Dance 
Dance  M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires~.irs per week of class time. 

Lecture 
Units/Hours 

Y.Q 
Units/Hours 

Lecture Units 
3 + 

Lab Units 
1 --

Total Units 
4 

1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 
4 units- 64-72 

3 units-144-162 
4 units -192-216 48-54 + 48-54 -- 96-108 

5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): A 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~. 

Maximum Pass/No Pass Yes 

0402.00 

Yes or No Enter number (usually Yes) Enrollment ALLOW 
Pass/No Pass Yes or No TOP code (click here for TOP 

(usually No) code website) ONLY (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).
1 (If more than 1, justify with one of the following) be ~--+--B_ec_a_u_se..,the course content differs each time It is offered ... 

.. and the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
enhanced by supervised repetition and practice within class periods 

!Y1Ji. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 
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plants, bacteria, fungi, algae and other protists. The structure, function, evolution, reproduction, 
genetics, and ecological role ofplants and their importance to people are investigated. Labs provide 
ex erience with lant anatom , mo holo , owth, metabolism, r roduction and ro a ation. 

To count words, select only the words within the catalog desctiption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl desaibe the course . 25 words or less in ra box below . 

In this course, flowering plants are used as the model system to study structure, 
function evolution re roduction, enetics and the role of lants in nature. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course was designed for the student who is interested in the science of plants 
and plant-like organisms. This course satisfies the requirement for a life science 
with a lab. It is also an elective course in the Environmental Science 
D ree/Certificate ro ram Ecolo /Conservation Em hasis . 
Prereguisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a roval rocess. See Forms E 1-E4 for details. 

None. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followini:i: 

1. 	 Review and outline the history and development of the study ofbotanical science. 

2. 	 Compare and contrast the diversity, anatomy, and life cycles ofbacteria, algae, fungi, vascular 
and non-vascular plants, and flowering and non-flowering plants. 

3. 	 Illustrate and identify plant organs and tissues and examine how structure correlates with 
function. 

4. 	 Diagram the processes ofphotosynthesis, respiration, and transpiration in plants. 

5. 	 Categorize the elements that are important for plant nutrition and health. 

6. 	 Differentiate between the effects of the plant hormones and describe trophic responses. 

7. 	 Practice various plant propagation techniques. 

8. 	 Compare and contrast mitosis and meiosis. 

9. 	 Review the history of traditional genetics, demonstrate Mendel's laws, and describe the uses of 
modern genetics in agricultural practices. 

10. 	 Examine the contributions of Darwin and other scientists to theories oforganic evolution and 
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the tenets of natural selection. 

11. 	 Describe the Binomial System ofNomenclature, analyze the 3-Domain and 5-Kingdom 
classification systems, and discuss phylogenetic relationships. 

12. 	 Construct a dichotomous key to a group of organisms, plants, or fruits. 

13. 	 Evaluate the uses of plants by different cultures throughout history. 

14. 	 Analyze environmental issues including conservation and pollution and relate ecological 
principles to the issues in question. 

15. 	 Inspect the symbiotic relationships that occur between plants, and bacteria, fungi, animals, and 
protists. 

16. 	 Use the scientific method to design and execute an experiment and summarize findings in a 
report written in scientific format. 

Course Content: (please number the outline of main topics and subtopics) 

I. Lecture 

A. Development ofplant study 
1. Dependence of humans and animals on plants 
2. Early history 
3. Plant science and Ancient Greece 
4. First herbals 
5. Botany as a science 
6. Science as a process 
7. The first microscopes 
8. Sub-disciplines and diversification of Botany 

B. Nature oflife 
I. Characteristics of living organisms 

C. Plant anatomy 
1. Cells 

a. history 
b. microscopy 
c. eukaryotic vs. bacterial 
d. cell size and structure 
e. cellular reproduction 
f. cell communication 
g. plant cells vs. animal cells 

2. Tissues 
a. meristematic tissues: apical and lateral 
b. nonmeristematic tissues: simple and complex 

3. Roots and soils 
a. root structure 
b. specialized roots 
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c. roots as food 
d. composition of soil 
e. water in the soil 
f. soil health and roots 

4. Stems 
a. stele 
b. herbaceous and woody stems 
c. monocotyledonous stems 
d. specialized stems 
e. wood and wood products 

5. Leaves 
a. arrangements and types ofleaves 
b. internal structure 
c. stomata 
d. mesophyll and veins 
e. specialized leaves 
f. seasonal changes in leaf colors 
g. abscission 
h. how leaves are used by humans 

6. Flowers, fruits, and seeds 
a. eudicots and monocots 
b. floral structure 
c. fruit types and fruit regions 
d. dispersal of fruits and seeds 
e. seed structure, germination, and dormancy 
£ how fruits, flowers, and seeds are used by humans 

D. Plant physiology 
1. Molecular movement 

a. diffusion 
b. osmosis 
c. plasmolysis 
d. imbibition 

2. Mineral nutrition 
3. Transpiration and translocation 
4. Plant metabolism 

a. C3, C4, and CAM photosynthesis 
b. respiration 

5. Growth regulators and enzymes 
a. plant hormones 
b. other hormones and related compounds 
c. hormonal interactions 

6. Plant movements 
a. growth 
b. turgor 
c. taxic movements 
d. miscellaneous movements 

7. Photoperiodism 
8. Phytochrome and flowerin_g hormones 
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9. Temperature and growth 
10. Dormancy and quiescence 

E. Plant reproduction 
1. The phases of meiosis 
2. Alternation ofgenerations 
3. Traditional genetics 

a. Mendel's experiments 
b. linkage 
c. mappmg 
d. Hardy-Weinberg Law 
e. interactions between genes 

4. Molecular genetics 
a. DNA structure and replication 
b. transcription and translation 
c. mutations and transposons 
d. genome sequencing 

5. Plant biotechnology and propagation 
a. genetic engineering 
b. traditional plant breeding 
c. tissue culture and mericloning 
d. traditional vegetative propagation 
e. grafting 

F. Diversity, Evolution and Systematics 
1. Evolution 

a. Charles Darwin 
b. natural selection 
c. modem approaches to evolution 
d. hybridization 
e. speciation 

2. Plant names and classification 
a. Linnaeus and the binomial system 
b. the international code ofbotanical nomenclature 
c. development of the Kingdom concept 
d. development of the Domain concept 

3. Archaea and Eubacteria 
a. true bacteria 
b. Koch's postulates 
c. beneficial and harmful bacteria 
d. viruses and viroids 
e. bacterial and viral diseases of plants 

4. Protists 
a. algae and ecological and human importance 
b. slime molds and ecological and human importance 
c. water molds and human relevance 

5. Fungi 
a. fungal systematics 
b. beneficial and harmful fungi 
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I gi I im rtan ~ ~:~;"~~:~ I gical and human importan 
6. Bry phyt 

, a. Ii en rt 
b. h mw rts 
c. m 
d. human and l gi al r I an 

7.Fem 

c. ems .. 
d. ~ ii 
e. I gical and human rele ance 

8. Gym.no perm 
a nife 
b. ginkgo 

c.cycad 

d. gnetophyt 
e. logical and human rel an 

9. Flowering plant 
a. d el pm nt of gametophyt 
b. pollinati n 
c. ti rrilization and d velopment fthe seed 
d. apomi i and parth n carpy 
e. pollination and 1 gy 
. herbaria and pr rvati n m th 

g. el led familj f fl wering plan 

G. n ·r nmental b tany 
1. Plants and pl 

a origin of cultivated plants 
b. uses ofplants: ancient to modern 

2. Ecology and con rvati n 
a. d tructi n ofwetland 
b. a id rain 

mmunities, and eco tern 

n eenplants 
b. intern ti n between plants and other organisms 
c. p iti m, mutualism, commensalism, herbivory 
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II Lab 

A. Human dependence on plants 
1. a survey ofplant uses and products 

B. Scientific method 
1. the problem 
2. how science functions 

C. Microscopy and Cells 
1. the dissecting microscope and hand lenses 
2. use of the bright field microscope 

a. anatomy 
b. depth of view, field of view, and working distance 
c. contrast 
d. differential staining of cells and cell organelles 

3. electron micrographs ofcell organelles 

D. Cell transport, cell division and plant tissues 
I . osmosis and diffusion 
2. mitosis in onion root tips 
3. parenchyma, collenchyma, and sclerenchyma 
4. vascular tissue, ground tissue, meristematic tissue 

E. Stems 
I. Monocots and eudicots 
2. Herbaceous plants and Woody plants 

a. morphology 
b. internal structure of stems 
c. modified stems 

F. Roots 
1. Monocots and eudicots 

a. morphology 
b. internal structure ofroots 
c. modified and adventitious roots 

2. Mycorrhizae 

G. Leaves, stomata, and transpiration 
1. External morphology 
2. Leaf venation 
3. Types of leaves 
4. Internal structure ofleaves 
5. Leafmodifications 
6. Stomata! regulation 
7. Measuring rate of transpiration 
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H. Respiration and fermentation 
I. testing for carbon dioxide 
2. production ofcarbon dioxide 
3. fermentation 

I. Photosynthesis and plant pigments 
1. Absorption spectra of chlorophyll and carotenoids 
2. Thin layer chromatography: separation and identification of pigments 

J. Mineral nutrition and soil health 
1. mineral requirements 
2. mineral deficiencies 
3. soil structure and water relations 

K. DNA extraction and manipulation 

L. Com genetics and jumping genes 
1. monohybrid and dyhibrid crosses 
2. epistasis 
3. test cross 

M. Plant propagation 
1. cuttings 
2. layering 
3. grafting 

N. Bacteria 
1. shapes and types 
2. as plant symbionts 

0. Algae, Slime molds and water molds 
I. diversity and classification 
2. life cycles 
3. role in ecosystems 

P. Fungi and lichens 
1. diversity and classification 
2. life cycles 
3. role in ecosystems 
4. as food for humans 

Q. Liverworts, fems, and mosses 
1. diversity and classification 
2. life cycles 

R. Construction and use of dichotomous keys 
1. examination and use of field guides 
2. writing a dichotomous key 
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S. Identification of plants 
1. local conifers 
2. campus perennials 
3. native species 

T. Flower parts, structure and evolution 
1. morphology or flower: monocot and eudicot flowers 
2. examination ofovules and pollen 
3. coevolution with pollinators 

U. Fruit types and classification 
I. fruit tissues and edible part of fruit 
2. classification and identification 

V. Plant diseases 
1. plant disease examples 
2. complete Koch's postulates for diseased plants or produce 

W. Plant products 
1. fibers 
2. dyes 
3. medicines 
4. spices and oils 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followina: 

1. 	 Lecture complimented with audio-visual materials in the form ofvideo, CD-ROM, overhead 
transparencies, slides, and PowerPoint presentations. An example lecture might include 
descriptions ofmajor plant families with drawings of the floral parts, descriptions of 
characteristics, a list of example members of the family and their uses, and photos of the example 
menlbers. 

2. 	 Large and small group cooperative learning activities that involve students in critical thinking and 
analytical discussions. An example question to stimulate discussion could be: What are the pros 
and cons of exclusive use ofherbal medicines? 

3. 	 Demonstration of laboratory procedures. For example: diagramming on the board how a 
spectrophotometer works, showing an overhead of a graph depicting an absorption spectra, and 
instructing the use of the spectrophotometer for use in an experiment where the absorption 
maximum of chlorophyll is determined. 

4. 	 Field trips and campus walks for collection of specimens and study of plant habitats. 

5. 	 Hands-on laboratory exercises that emphasize principles taught in lecture; observational, 
experimental, problem solving, and technique oriented. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 
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1. 	 Examinations requiring critical analysis and synthesis of information learned in lecture, from 
the textbook and reference material, and lab exercises. An example question: "Could 
succession take place in an abandoned swimming pool?" 

2. 	 Quizzes on terminology or concepts. An example question: "How do cells of fungi differ from 
those of other organisms?" 

3. 	 Lab reports written in scientific format that demonstrate the student's ability to develop 
testable hypotheses and follow experimental protocol. 

4. 	 Lab practicals that demonstrate the student's competence in lab methods and content areas. An 
example question: "Identify the phase ofmitosis occurring in the selected onion root tip cell." 

5. 	 Keeping of a lab notebook that demonstrates the student's ability to keep accurate and 
organized records of experimental and observational data. 

6. 	 Oral or written reports on current topics, controversial issues, or uses ofplants. For example: 
A 7-10 minute oral report on "Coffee Processing." 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readinq and writinq, as well as out of class assiqnments are required. These assiqnments may include but are not limited to the followinq: 

1. 	 Propagate various woody and herbaceous plants through several methods: seeds, cuttings, tubers, 
division, and air layering. Monitor plants over time and analyze growth success and failure. 
Write a report discussing the structural and physiological changes that occur in the plant during 
propagation. 

2. 	 Learn the types and classification of fruits in a hands-on laboratory setting. Using a simple 
dichotomous key, identify to type, ten fruits in lab practicum. Next, write a workable key to 
identify a set of ten plants ofdifferent taxonomic groups. 

3. 	 As a group, design and execute an original experiment based on the ecology ofplants, and report 
the findings using these steps: formulate a question to be answered, gather information on the 
subject, formulate a testable hypothesis, outline experimental procedure, predict outcome of 
experiment, execute plan, collect data and analyze results, summarize using scientific format and 
present to class. 

4. 	 Isolate bacteria from diseased plants or produce and determine if the bacterium is parasitic or 
saprophytic to the plant by completing Koch's postulates. Write a report in scientific format, 
summarizing the results. 

5. 	 Write a paper on the origin of a food crop, the uses of the crop in several cultures, preparation of 
the plant to provide food, and any modem technologies that are used in culture of the crop or in 
control of pests. 

Introducto 
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IEnvironment, 2°3 Edition 
Author Title 

I Brooks/Cole Ios34466699 I 2008 
Publisher ISBN Publication Date 

Required (2): 

I 
Author Title 

Publisher ISBN Publication Date 

Required (3): 

I 
Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

t 
Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

I 
Author Tltle 

Publisher ISBN Publication Date 

REV BOT JAN IO 
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MT. SAN JACINTO COMMUNITY COLLEGE DISTRICT 

1499 NORTH STATE STREET 


SAN JACINTO, CA 92583 


1. Course Title: Soil Science and Management 
(Enter Title of Course) 

2. Course Number: HORT 104 (formerly AGTM 104) 
(Enter Department Name and Course Number (i.e., BUS 105) 

3. 3 80-90 2 3 
Semester Units: Semester Hours: Week/Lecture: Week/Lab: 

4. Catalog Description: c15 words or 1ess> 


This course is designed to present principals of, soil and water conservation, land use, 

soil fertility and the physical and chemical relationships that govern soil reactions and 

interactions. Emphasis given to management of various soil types; pH, salinity, texture, 

organic matter, and control. The lab will cover applied procedures, testing, land 

surveying, and nutritional management of landscape and horticultural settings. This Soil 

Science and Management course is a core course in the Turf and Landscape 

Management Program. 


5. Need/Justification: (brief summary of the need for the course as it relates to the 
mission of the college) 

This Soil Science and Management course is a core course in Turf and Landscape 
Management Program. 

6. Prerequisite(s), Corerequisites, Advisory: (list course<s> and skills 
needed upon entering or in tandem with course to be taken) 
Information in this section will only be entered into database only upon the board approval of the 
prerequisitelcoreauisiteladviso1Y 



Recommended Preparation HORT 101 (formerly AGTM 101) 

Board Approval Date------

7. Short Description for the class schedule: (120 characters> 

Principals of, soil and water conservation, land use, soil fertility and the physical and 
chemical relationships that govern soil reactions and interactions. 

8. Learning Objectives: (express in behavioral terms) 


Upon the completion of the course the student will be able to do the following: 


1 . 	Analyze the principles of soil development over time 
2. 	 Determine soil texture and structure as it relates to soil modification and 

management. 
3. 	 Examine soil-water relationships and determine how to manage them for 

optimum plant growth. 
4. 	 Evaluate soil pH, salinity, and chemical processes and testing procedures. 
5. 	 Distinguish soil nutrition and proper nutritional management of plants. 
6. 	 Judge/identify/classify soils for horticultural and agricultural purposes. 

9. Course Content: <outline ot main topics and subtopics> 

Lecture Topics: 

1. 	 Introduction to soils and soil management 
2. 	 Concepts, History of Soils 
3. 	 Soil as a medium for plant growth 
4. 	 Physical properties of soil 
5. 	 Soil Texture/Structure 
6. 	 Chemical Properties of soil 
7. 	 Soil water/water management 
8. 	 Soil organic matter 
9. 	 Soil pH 
10. Soil nutrition 
11. Nutrition management 
12. Soil types and surveying 

Lab Topics: 

1. 	 Soil texture 
2. 	 Soil structure 
3. 	 Soil water testing 
4. 	 Soil pH, salinity, chemical testing 



5. 	 Soil survey, evaluation practical 
6. 	 Soil nutrition, testing procedures 
7. 	 Soil organic matter 

10.Textbook (S): (Most current edition of textbook listed or similar text of parallel level. 
The suggested texts must cover the course content and be an appropriate instructional tool for 
achieving the objectives and implementing the methods of evaluation and instruction.) 
The required college-level textbooks may include, but are not limited to the 
following: 

Required: 
Donahue, Millen & Shickluna, 
(Author) 

Soils 
(Title) 

Or most current 
(Publisher) 	 (Edition) 

Supplemental: 
California Fertilizer Association 

(Author) 

California Fertilizer Handbook 
(Title) 

Or most current 
(Publisher) 	 (Edition) 

Other Reference Materials/Supplies 

Attached, Soil blenders, pH meters, soil-bridge tester, triple beam balances, mortars 

and pestles, sieves, soil samples, hydrometers, graduated cylinders, soil color charts, 

tape measures, water bottles, pH test kits, nutritional test kits. 


11. Methods of Instruction: <reflective of a variety of 1earnin9 styles> 

Methods of instruction may include, but are not limited to the following: 

1 . 	Lecture presentation with supporting multimedia material 
introducing the history of soil management, physical 
properties of soil, soil texture and structure, chemical 
properties of soil and soil water management. 



2. 	 Case study analysis using critical thinking skills to evaluate 
and diagnose soil problems and prepare reports with 
recommended actions. 

3. 	 Field trips to local golf courses to take soil samples and local 
soil testing laboratories to observe soil testing procedures. 

4. 	 Guest lectures by industry leaders discussing important 
concepts such as soil as a medium for plant growth, organic 
matter in soil and soil ph. 

5. 	 Laboratory activities including testing soil texture, 
determining soil structure, testing for soil ph, salinity and 
absorption. 

12. Methods of Evaluation: 
A student's grade shall be determined by the instructor using multiple measures 
of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the following: 

a. 	 Objective tests including mid term and final exam. A collection of objective 
questions of important concepts such as soil structure, soil pH, and soil 
salinity. 

b. 	 Written case study analysis. A detailed written analysis of industry case 
studies offering solutions and justification of these solutions in an 
organized, reasoned presentation. 

c. 	 Written and oral presentations of land evaluations, and site visits 
identifying soil types, structure, and problems and offering solutions to 
observed problems. 

13. Examples of Assignments: (Describe sample assignments, which 

demonstrate level of difficulty expected, including writing, reading, out of class assignments. 

Critical thinking should be integrated into those assignments listed.) 

Students will be expected to understand and critique college level texts or the 

equivalent. Reading, Writing as well as out of class assignments is required. 

These assignments may include but are not limited to the following: 


1. 	 The student will take soil samples from 3 locations at a local golf course and 
analyze salinity, structure, PH, and organic matter and present written and oral 
presentations offering solutions to observed problems. 

2. 	 The student will prepare a laboratory findings report and present it to the class. 

3. 	 The student will summarize, in essay format, the current literature on soil 

nutrition. 


4. 	 The student will present a written and oral case study of a Golf Course giving 
written justification for offered solutions to observed problems. 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, Ca 92583 

Author: I Stephen Mclaughlin 	 I Date: I 31201os 

Laws and Regulations an Integrated Pest Management 
1. Course Title: IApproach 
If this course is having asubject or number change, the course author must include after the Course Title 
(formerly {Subj}{Course Number} ie. Technol in the Classroom formerl COE 160 
2. Course Number: HORT 110 Formerl AGTM 110 
3. Miscellaneous: 
3a. Units/Hours 

Lecture 
Units/Hours
1 unit-16-18 
2units - 32-36 
3units - 48-54 
4 units - 64-72 
5 units - 80-90 

Lab Lecture
Units/Hours Total Units 	 Units Lab Units1 unit - 48-54 


2units - 96-108 3 3 0
--	 +
3units -144-162 
4 units - 192-216 	 Lecture 
5 units - 240-270 Total Hours Hours Lab Hours 

48-54 48-54 0-	 +-
3b. Credit Type 

De AGTM Pro ram: 
Turf and Landscape 
Mana ement 

x Transfer Credit (1 oo & higher) 
(click here for Transfer Form) x Degree Credit 

(70 & higher) 
Non-Degree 
Credit (69 & lower) 

3c. AA/AS Degree PatternLJ General Ed Breadth 

I ~rea(s) I 

3e. Credit/No Credit ONLY 

3d. Maximum Enrollment: 

NO Yes or No (usually No)

[j]O Enter number 

3f. Credit/No Credit ALLOW YES Yes or No (usually Yes) 

3g. Can be taken 	 111 time(s) for credit(maximum4):
L_J (If more than 1, justify with one of the following) 

D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 0109.40 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

box below .ra 
This course focuses on laws and regulations as applied to common agricultural 

ests in Southern California and anal zes h sical biol ical and chemical est 
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control principles and practices. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 

Careful! If vou select the entire box that the words are within it won't aive an accurate count. 


5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 

or employment concentration applicability. Please only describe the course). (25 words or less in 

arav box below). 

This course examines laws and regulations in the landscape as it applies to an 

lntearated Pest Manaaement (IPM) approach. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 

Careful! If you select the entire box that the words are within it won't give an accurate count. 


6. Need/Justification (in gray box below) 


This course is designed for the student interested in laws and regulations as they 

apply to Integrated Pest Management. It is an elective course in the Turf and 

Landscape Management Degree/Certificate Proaram. 

7a. Prerequisite(s) (in gray box below): 

Prerequisites ao through a separate approval process. See Forms E1-E4 for details. 

None. 
7b. Corequisite(s) (in gray box below): 

Corequisites ao through a separate approval process. See Forms E1-E4 for details. 

None.. 

7c. Recommended Preparation (in gray box below): 

Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 

details. 

None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the following: 
1. Outline the components of a pest management program indicating underlying 
laws and regulations 
2. Analyze pest damage to a landscaped area 
3. Create a pest management program utilizing natural, organic and pesticide 
intervention specifying applicable laws and regulations 
4. Classify weeds by type and determine the proper legal intervention method. 
5. Identify insects by stage of development. 
6. Distinguish between plant diseases and choose specific fungicides for control 
7. Calibrate pesticide equipment for application based on legal regulations 
8. Formulate a biological pest management program stressing all pertinent laws 
and regulations. 

9. Course Content: (outline of main topics and subtopics in gray box below) 

1. History of pesticides 
a. 16th century 
b. 1Jlh century 
c. Current 

2. Labels 
a. Label interpretation 
b. Leaal aspects 
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3. Insects 
a. Four characteristics 
b. Mouthparts 
c. Development and metamorphosis 

d. Insect relatives 
f. Detection 
h. Identification 
i. Biology 

4. Plant diseases 
a. Identification 
b. Evaluation 
c. Biology 

5. Weeds 
a. Identification/ classification 
b. Evaluation 
c. Biology 

6. Control of Weeds, Insects and Diseases 
a. Cultural 
b. Biological 
c. Chemical 
d. Legal 
e. Integrated control 

7. Transportation of Pesticides 
a. Regulations 
b. Vehicles 
c. Hazardous materials 
e. Container requirements 
f. Placarding requirements 

8. Storage of Pesticides 
a. Separation 
b. Ventilation 
c. Fire 
d. Safety laws 

9. Application/ calibration 
a. Risks 
b. Exposure 
c. Boom sprayers 
d. Spray guns 
e. Back pack sprayers 
f. Granular applications 
g. Methods 
h. Tools 

10. Adjuvants 
a. Activators 
b. Spray modifiers 
c. Utility modifiers 

11. Plant growth regulators 
a. Hormones 
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b. Deflowering agents 
c. Growth retardants 
d. Laws and regulations 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box 

below) 

Methods of Instruction may include, but are not limited to the following: 


1. 	Lecture complemented with overhead transparencies, slides, CD-ROM, and 
Power Point presentations. An example lecture might include identification 
and classification of weeds, insects and diseases and associated laws and 
regulations pertaining to control applications. 

2. 	 Case study investigation with written reports evaluating the efficacy of 
specific applications. 

3. 	Hands on presentation of student calibration of spray equipment with class 
feedback. 

4. 	Field trips to County agricultural office and other pertinent sites. 

-·------..·~-·· · ·--- -----------·· ··-··~"-·-..·----- 
1------------·-----·-·--------------...._..,_.,,_...___,___ --l 

--------..- ----- -------
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
lnclL!_de but are not limited t~.!!!~.folJ.~..wlng: ·--· . ........._.... ....._ _ _ ____,. 
A. Quizzes: periodic short objective tests of course related material, such as 

weed, insect or disease pests, biological, chemical and cultural methods of 

control, calibration of equipment, and laws and regulations pertaining to 

application of control methods. 


B. Student project: prepare an IPM program for a typical landscape site chosen 

by the student. 


C. Final Exam: A group of objective questions covering important concepts about 

IPM.·---------- 
12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assignments may lncl~~~J>.ut a_r_e._!'l.9t limited to the following: . ·- --...... 
1. Project: After choosing a site the student will prepare a written evaluation 

which includes an analysis of all pest related problems and recommendations for 

immediate control. 


2. Using multiple resources such as the internet or vendor information research 
three specific methods of biological pest control. Present a one page summary of 1 

Ifindings. I 
3. Qe'.'"onstrate ~ne method of equipment catibr:_~!i_on for s ra ing herpi~~~es. I 
13. Textbook (s): The required college-level textbooks may Include, but are not limited~ 

http:a_r_e._!'l.9t
http:lncl~~~J>.ut
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following: 

(1) Required: 
U.C. Division of Agricultural and Natural Resources (located on line no ISBN) 
(Author) 

Pests of Landscape Trees and Shrubs, an Integrated Pest Management Guide 2nct 
Edition 
(Title) 

U.C. Division of Agricultural and Natural Resources most current 
(Publisher) ISBN (Publication Date) 

(2) Required: 
California Department of Pesticide Reaulation (Located on Line no ISBN) 
(Author) 

Laws and Regulations Studv Guide 
(Title) 

California Department of Pesticide Reaulation 2001 
(Publisher\ ISBN (Publication Date\ 

(3) Required: 

(Author) 

(Title} 

(Publisher) ISBN (Publication Date\ 

(1) Supplemental: 

(Author) 

(Title) 

(Publisher\ ISBN (Publication Datel 

(2) Supplemental: 

(Author) 

(Title) 

(Publisher) ISBN (Publication Date\ 

(3) Supplemental: 

(Author) 

(Title} 

(Publisher) ISBN (Publication Date) 

Other Reference Materials/Supplies 
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INTEGRATED COURSE OUTLINE OF RECORD 


MT. SAN JACINTO COLLEGE 
1499 NORTH STATE STREET 

SAN JACINTO, CA 92583 

1. Course Title: Environmental Laws and Regulations 
(Enter Title of Course) 

2. Course Number: WATR 130 
(Enter Department Name and Course Number (i.e. ENGL 101) 

3. __3~- 48 - 54 3 units 0 units 

Semester Units: Semester Hours: Lecture units: /Lab units: 

4. Catalog Description: <1s words or 1ess> 

This course provides an overview of federal, state, and local laws pertaining to 
environmental protection and pollution prevention relating to water quality, air quality, 
solid waste, and cross-media contamination. It is intended for students pursuing the 
Water Technology Certificate or Associate of Science degree and/or professionals in 
the field. 

5. Need/Justification: (brief summary of the need for the course as it relates to the 
mission of the college) 

Environmental laws and Regulations define the conditions and terms concerning 
drinking water and wastewater treatment, in addition to establishing the pollution threats 
to humans and the environment. It is critical that treatment plant operators as well as 
other water agency employees are very familiar will all the laws and regulations relative 
to their jobs. 



6. 	Prerequisite(s}, Corerequisites, Advisory: (list course<s> and skills 
needed upon entering or in tandem with course to be taken) 
Information in this section will only be enfered into database only upon the board approval of the 
prereauisitelcoreguisiteladvisorv 

Board Approval Date _______ 

7. 	Short Description for the class schedule: (120 characters> 

This course is designed to provide a comprehensive overview of federal, state and local 
laws and regulations relating to environmental protection and pollution prevention for 
water, wastewater and air. 

8. Learning Objectives: (express in behavioral terms) 


Upon the completion of the course the student will be able to do the following: 


1. 	 Demonstrate knowledge of federal, state, and local laws relating to 

environmental protection and pollution prevention. 


2. 	 Describe the inter-relation of federal, state and local laws relating to 

environmental protection and pollution prevention. 


3. 	 Analyze case studies and apply the appropriate laws in the development of 
appropriate intervention actions and plans. 

4. 	 Demonstrate understanding of the environmental technician's legal role, 

responsibilities and requirements in environmental technology fields. 


5. 	 Demonstrate through case studies the importance and purpose of the 

environmental laws and regulations. 


6. 	 Report on new or pending significant regulations and their anticipated impacts. 
7. 	 Collect, evaluate and select information, examples, and expert opinion to 

illustrate and support points on a pending or proposed state or federal regulation 
(i.e. arsenic, chromium, MTBE). 

8. 	 Differentiate between various Public Health Goals (PHGs) and their intended 
benefits. 

9. 	 Examine and apply California Title 22 regulations as they relate to environmental 
and health concerns of citizens of California. 

10. Compare and contrast federal and state regulations and their impacts on the 
water and wastewater industry. 

9. 	Course Content: (outline of main topics and subtopics) 

Lectures follow the approximate Schedule below: 



Topics 

A. Air Quality Laws 
a. 	 Federal 


-Title 5 

b. 	 State 


-AQMD Board 

c. 	 Regional 


- South Coast Air Quality Basin 

B. Water Quality Laws 

a. 	 Federal, state and county 

- Safe Drinking Water Act (SOWA) 

- Title 22 


C. Wastewater regulations 
a. 	 Federal, state and county 


- Clean Water Act 

b. Regional Boards 

D. Solid waste laws 
E. Cross media contamination Issues 
F. Regulating agency roles & activities 
G. Worker's legal rights, liabilities and responsibilities 

1 O.Textbook (s): (Most current edition of textbook listed or similar text of parallel level. 
The suggested texts must cover the course content and be an appropriate instructional tool for 
achieving the objectives and implementing the methods of evaluation and instruction.) 
The required college-level textbooks may include, but are not limited to the 
following: 

Required: 

(Author) 

(Title) 

or most current 
(Publisher) 	 (Edition) 

Supplemental: 

(Author) 

(Title) 

or most current 



(Publisher) 	 (Edition) 

Other Reference Materials/Supplies 

11. Methods of Instruction: (reflective of a variety ot learning stytes> 

Methods of instruction may include, but are not limited to the following: 

• Lecture presentation and discussion with supporting visual materials (overhead slides 
or multimedia), introducing concepts and terminology relevant to water/wastewater 
regulations throughout the course( e.g., the inter-relation of federal, state and local laws 
relating to environmental protection and pollution prevention and related water quality 
issues, types of laws and ordinances and their appropriate applications. 
•Guest lecturers 
• Review of current news articles relating to environmental laws and regulations in 
water/wastewater 
• Homework assignments to be graded and discussed in class 
• Special projects and case studies 

12. Methods of Evaluation: 

A student's grade shall be determined by the instructor using multiple measures 
of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the following: 

A. 	 Quizzes: Periodic short objective tests of course-related concepts, such as how 
water or wastewater treatment systems are impacted by regulations, water 
quality issues, case studies and their impacts, society's role in the regulatory 
process, fiscal impacts of regulations and health based criteria. 

B. 	 Midterm and final exams: A combination of objective questions of important 
concepts (previously quizzed or discussed in class). 

C. 	 Instructor oral evaluations of small group activities (discussion of concepts or 
regulatory strategies or applications) throughout the course. These activities may 
be rewarded with points for participation, but not necessarily graded with variable 
points. 

D. 	 Group or individual research project or case studies and presentation related to 
concepts and skills developed throughout the course. 

E. 	 Graded assignments/worksheets 

13. Examples of Assignments: (Describe sample assignments, which 
demonstrate level of difficulty expected, including writing, reading, out of class assignments. 
Critical thinking should be integrated into those assignments listed.) 



Students will be expected to understand and critique college level texts or the 
equivalent. Reading, writing as well as out of class assignments are required. These 
assignments may include but are not limited to the following: 

Sample Reading-Assignments 

"Implementation of the Safe Drinking Water Act (SOWA) has 
greatly improved basic drinking water purity across the nation 
However, recent EPA surveys of surface water and groundwater indicate 
the presence of synthetic organic chemicals in 20 percent of the nation's 
water sources, with a small percentage at levels of concern". 

Students will be expected to read an article pertaining to the SOWA or on examples of 
water system contamination by synthetic organic chemicals and evaluate and 
summarize its significance. 

After completion of this assignment students will be assigned selected discussion and 
review questions on the SOWA to assist the students in grasping the concepts of the 
SOWA and its impacts, covered in the reading assignments and in the class 
discussions. 

Sample Oral Presentation 

Students will select an outside article or abstract from a trade journal that addresses 
water or wastewater regulatory issues that exemplify current discussions or theories. 
The oral presentation must demonstrate the student's understanding of the article and 
will be used for grading purposes. 

Sample Written Term project Assignment 

A written project may be assigned in which students apply what they have learned 
about issues and impacts due to new regulatory rules. For example, the Environmental 
Protection Agency (EPA) can set limits on arsenic and California additionally can 
impose more restrictive limits that may have significant financial consequences. 

WATR 130/Revision date: New: 01/02 
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Submitted by: Oudyalack Rampersad Date: I 11-05-2009 
Course 
Numb_e_r 
101 

Title 
MAINTENANCE LIGHT 
REPAIR I 

History  M HIST HIST 151 History and Apprec1at1on of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: a) 001 -069 Non-Degree credit. b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit (please click here for the transfer form ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/HourJ2 Units/Hours 1.0 1.0+ = 2.0 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units- 64-72 4 units -192-216 16-18 + 48-54 -- 64-72 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~. 

Pass/No Pass ~ Yes or NoMaximum ~ Enter number 25
EnroIIment: ALLOW es (usually Yes) 

Pass/No Pass NO Yes or No TOP code 0948 00 (chck here fo r TOP 
ONLY (usually No) (choose only 1 ) • code website) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found ~).Can 
2 (If more than 1. justify with one of the following) be ~--t-=B~ec""'a"'u~se"-.the course content differs each time it Is offered ... 

... M1fi the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1------< enhanced by supervised repetition and practice within class periods 

... M1fi the student who repeats it is gaining an expanded educational experience because active participatory 
X experience In lndlvldual study or group assignments Is the basic means by which learning objectives are 

obt.a/ned. 

taken 

~--~ 

D Stand Alone Course Check box if Stand Alone course . 
A Stand Alone course is a Non-degree applicable credff course and/or e degree applicable credff course which iS not part of an approved educational program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course is specifically designed to meet American Honda PACT program 
re uirements for car care service technicians. Students wishin to become a Honda 

REV 7/09 
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IDealership Express Service technician must successfully complete this course. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

Honda Express Service provides the student with Honda specific car care knowledge 
that would ain him/her ent level "ob lacement at Honda/Acura dealershi s. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click b.fil§) 

Request from American Honda Motor Corporation to all PACT schools to offer 
Express Service as part of the PACT program. Meets the Requirements for the new 
concentration area for Honda Technicians (Maintenance Light Repair. MLR.) 
Prereguisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Coreguisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 
Students must meet the following criteria to be selected for this manufacturer training 
program. Must attend the Honda PACT orientation. Have a valid CA Drivers license 
with Zero points, a valid social security number, must be 18 years old, must pass a 
drua test and have no felony. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followinq: 

1. 	 Analyze and describe the resources available to properly perform an Express 
Service inspection and service. 

2. 	 Compare and contrast the two types of braking systems used on today's 
vehicles and how they operate. 

3. 	 Describe the different types of torque wrenches and how to use them. 
4. 	 Identify and describe the operation of the vehicle horn, parking brake, and 

interior and exterior lights. 
5. 	 Identify construction and function of automotive batteries and the inspection 

process of battery exterior and cables for signs of damage. 
6. 	 Identify the location of the various fluid level check points and describe the 

filling procedure for each fluid. 
7. 	 Describe the cooling system and coolant hose functions. 
8. 	 Compare and contrast the key components of a hydraulic lift and its functions. 
9. 	 Describe the procedure for filling the engine with oil and determining the 

correct oil level. 
10. 	 Perform an exhaust system inspection, identifying leaks or malfunctioning 

components. 
11. 	 Describe tire construction and function and identify the wear characteristics 

due to improper inflation and incorrect alignment. 

Course Content: (please number the outline of main topics and subtopics) 

ICourse content consists of Honda's specific student Online University MAP. 
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1. 	 Express Service Choreography 
a. 	 Choreography overview 
b. 	 Express Service 
c. 	 Express Service Resources 
d. 7 ,500 Mile Express Service-Solo Technician 
e. 	 30,000 Mile Express Service-Two Technicians 

2. 	 Braking System Inspection 
a. 	 Hydraulic Braking system Overview 
b. 	 Braking System Components-Disc and Drum Brakes 
c. 	 Braking System Inspection-Fluid level, Brake Pad or Lining Thickness 
d. Disc Brake or Drum Brake Measurements 

3. 	 Torque Procedure 
a. 	 Understanding Torque-What it is and why it is Important 
b. Torque Wrenches-Click-type, Beam-type, and Dial-type 
c. 	 Insuring Accurate Readings 
d. Torque Sticks 
e. 	 Preset Torque Wrenches 

4. 	 Initial Checks 
a. 	 Horn 
b. 	 Parking Brake 
c. 	 Lights-Exterior and Interior 
d. Wiper Blade Function and Wear 
e. 	 Wiper Blade Replacement and Nozzle Check 

5. 	 Clutch Operation and Inspection 
a. 	 Clutch Function 
b. 	Clutch components 
c. 	 Hydraulic Clutch Release 
d. 	 Mechanical Clutch Release 
e. 	 Clutch Inspection Procedure 
f. 	 Clutch Pedal Height and Free Play Inspection 

6. 	 Battery Inspection and Testing 
a. 	 Battery Functions and Construction 
b. 	 Battery Safety-Connections, Jump-starting, Charging, Replacing 
c. 	 Inspecting the Battery 
d. Battery Clean-up 
e. 	 Checking Charge Indicators 
f. 	 Checking Electrolyte Levels 
g. 	Refilling Battery Fluid 
h. 	 Battery Testing 

7. 	 Fluid Level Checks 
a. 	 Vehicle Fluids Overview-Fluids, Reservoirs, Fluid Checks 
b. 	 Engine Coolant-Purpose and Function, Locate and Identify, Check Fluid 

Level, Add Coolant, Identify Leaks 
c. 	 Brake Fluid- Purpose and Function, Locate and Identify, Check Fluid 

Level, Add Coolant, Identify Leaks 
d. Clutch Master Cylinder Fluid-Purpose and Function, Locate and Identify, 

Check Fluid Level, Add Coolant, Identify Leaks 
e. 	 Power Steering Fluid-Purpose and Function, Locate and Identify, Check 

Fluid Level, Add Coolant, Identify Leaks 
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f. 	 Automatic Transmission Fluid- Purpose and Function, Locate and 
Identify, Check Fluid Level, Add Coolant, Identify Leaks 

g. Windshield Washer fluid- Purpose and Function, Locate and Identify, 
Check Fluid Level, Add Coolant, Identify Leaks 

8. 	 Drive Belt and Cooling System Hose Inspection 
a. 	 Drive Belt Function 
b. 	 Drive Belt Inspection-Tension, Damage 
c. 	 Cooling System Components and Function 
d. 	Cooling System Hose Inspection and Damage 

9. 	 Hydraulic Lift Operation 
a. 	 Express Service Lifts and Controls 
b. 	 Positioning of Vehicle 
c. 	 Raising and Lowering the Vehicles 
d. Surface Mounted and In-ground Lifts 
e. 	 Non-Express Service Hydraulic Lifts 

10. Oil and Oil Filter Replacement 
a. 	 Oil Grades and Viscosity 
b. 	 Oil Viscosity Recommendations and Oil Change Interval 
c. 	 Replacing the Oil, Oil Filter and Checking Oil Levels 

i. 	 Drain Bolt and Oil Removal 
ii. 	 Drain Bolt Inspection 
iii. Oil Filter Removal and Filter Selection and Installation 

d. Maintenance Indicator Light 
e. 	 Rechecking Oil Level 

11. Under Vehicle Inspection 
a. 	 Exhaust System Components and Inspection-Muffler, Exhaust Pipes, 

Resonator, Catalytic Converter, Oxygen Sensors 
b. Suspension System Inspection-Springs, Shock Absorbers, Suspension 

Arms, Connecting Hardware, Rubber Bushings 
c. 	 Check Fluid Lines-Gas, Brake, Coolant, Power Steering, Air 

Conditioning 
12.Tire Inspection 

a. 	 Tire Construction and Function-Radial Tires, Tire Traction 
b. Tire Inspection-Wear Damage 
c. 	 Tire Inflation-Under Inflation, Over Inflation 
d. Tire Tread Depth Measurement and Thread ware Indicators 
e. 	 Tire Rotation 

Honda's specific student Online University MAP and testing. 

REV 7/09 
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Express Tech 
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Express Tech 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followinq: 

1. 	 Lecture presentation and classroom discussion on current procedures utilized 
to perform express servicing of vehicles. 

2. 	 Use online PowerPoint media from Honda illustrating detailed module material 
illustrating all aspects of course data. 

3. 	 Hands-on activities demonstrating correct use of equipment necessary to 
perform Express service. 

4. 	 In-class group discussions and research assignments to analyze a variety of 
vehicle case situations. 

5. 	 Individual and group activities including brake inspections, oil changes, battery 
inspections, fluid inspection and recommendations for repair if needed. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob·ectives. Methods of evaluation ma include but are not limited to the followin : 

1. 	 Students will be assessed on their contributions during class discussions and 
participation in problem solving activities, lab demonstrations, simulated 
exercises and group projects. 

2. 	 Quizzes, tests at the end of each module (online through Honda University), and 
an test will be given to access for content understanding of terminology, 
knowled e of sub"ect matter, and abili to erform and evaluate timed service 
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functions required of a Honda Express technician. 

3. 	 Students will be evaluated on their ability to safely assess and perform Honda 
Express tasks in each segment of the curriculum. 

4. 	 Students must pass the Honda PACT Final Examination for Express Service 
certification. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writing, as well as out of class assignments are required. These assiqnments may include but are not limited to the following: 

The student will: 

1. 	 Prepare, with a group, a written and oral description of the resources available 
to help a technician properly perform an Express Service inspection and 
service. Indicate the procedure to perform a 7,500 & 30,000-mile Express 
Service Inspection and service. The student will demonstrate an ability to 
operate within a team environment and to research and present information. 

2. 	 Complete an Exhaust system inspection, identifying leaks or malfunctioning 
components. 

3. 	 Describe in writing the function and construction of a tire. Locate the correct 
specifications and procedures for the inflation of tires on a sample vehicle, and 
identify tire wear characteristics due to improper inflation and incorrect 
alignment on this vehicle. 

4. 	 Perform an Express Service on a "BUGGED" Honda vehicle. Record results of 
all findings on an inspection form. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Reauired l1 ): 
All online training materials is provided 
by Honda Motor Corporation through 
Honda Online University. 
Author Title 

I Honda Motor Corporation IAuto Upkeep 1200s 
Publisher 	 ISBN Publication Date 

Required (2):
IMichael & Linda E. Gray 

Author 	 Title 

I Rooling Hills Publishing I91s-o-9140192-1-9 
Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 
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Publisher ISBN Publication Date 

Supplemental (2): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

NEW JAN 10 
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Submitted by: ~IO_u_d_y_ lack Ra_ _rsad_______~] Date: I 11-23-09a_____m~pe___

AUTOMOTIVE 

TECHNOLOGY 


Subject 
(select from this 

Course 
Number 

AUTOMOTIVE AUME 109 Basic Maintenance Light 
Repair II (MLR) 

Couru Number: a) 001-069 Nm-Degree credit, b) 070 and higher: Degree credit c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click Mm for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{SubjHCourse Number}) i.e. Technoloay in the Classroom (formerly CDE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
~ Y!ll 
Unlts/HQUrs Units/Hours 2.0 	 2.0 = 4.0 ·1I1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 Lecture Hours Lab Hours Total ijQ1,.1rs 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 32-38 + 98-108 - 128-144 
5 units - 80-90 5 units - 240-270 -
AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~ 

Pass/No Pass ~ea Yes or No Maximum ~ Enter number 25
EnroIImen:t 	 ALLOW (usually Yes) 

Pass/No Pass No 1: Yes or No TOP code 0948 00 (click herefor TOP 
ONLY J (usuallyNo) (choose only 1) • code website) 

Can 	 me(s) for credit (max 4) (More detailed information on course repeatability can be found llfilfil. 
more than 1 • justify with one of the following} be ause the course content differs each time It Is offered ... 

t 
taken . ~ ... §!JJi. the student who repeats it Is gaining an expanded educational experience because ski/ls and prol1ciencles are 

enhanced by supervised repetition and practice within class periods 
... ill1!i the student who repeats it is gaining an expanded educational experience because active participatory

X . experience In lndMdual study or group assignments is the basic means by which learning objectives are 
. _._J obtained. 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a Non-degree applicable credit course and/or a degree applicable credit course which Is not part of an epproved educationel program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 

Please on! describe the course. 75 words or less in ra box_~~_._- - ---------------------.. · 
This course covers the theo~ of o eration of common road vehicles. The ei ht 
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··---- ------------··-- -··----·-- ·-··-- 
basic automotive systems are explored with minor maintenance light repair. 

Emphasis is on overview of automotive technology as a career choice related to the 

Honda - Fast Track Pr ram 


To count wdS,.select only._,_. word-"""..,_th,.- ca_,..ta...,..log--,d~es-cn-c""".p....,.tion- nt...,c=-a-re-:-fu"'.:"I!-:-:-lf-yo_u____,the.__-:-s wi· in_,.,.th_e_ , th,,_e_n_go-to-=T:-oo-:-ls-.-and-:--to-..,.W.,..,.o-rd-:-Co~u- . 

select the entire box that the 1NOrds are within, it 1NOn't give an accurate counl 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Pl~~.£'!'.Y..si~.aibe the course). (25 words or l~!Lr:!.9 y box below_.}_.- --- --- -------------. 

lTh.is course covers the theory and operation of Honda/Acura vehicles with an 
~ hasis °-~ . !!1.!'.~ntenance and light r~palr. .... 

a-nd..,..to~W.,._o...,rd--=Co-un-t."""C-ar-efu"'""',.....,!1.,.--fyo-u-sel--,.-ec_t_th_e_en_ti_To count words, select only the 'NOfds within the catalog description, then go to Tools·.- l ·re~ 


box that the words are within, it won't give an accurate count. 


~eed for the COUrse: {Formore:_~nfOf!Tlation .£!2..9~.?.~~_!ing-=-n_eed_, cl_ick___h=er=e)______ __________, 


Course is designed to provide students the skills to enter the workforce as a Light 

Re air Tech at Honda Acura dealershi s. 

Prerequisite(s): 

Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prerequisite S~.m_i_ttee~)-------------------~ 
AUME-101 with a gra,de of C_ o_r _be_tt_e_r..L)__________________. 
Corequisite(s): 
Coreguisiles go lhrplJQh a separate approval process. See Fonns E1-E4 for deta.~s..._·----------------. 

~or.:-_~ --- · ··- - --------
Recommended Preparation: 
Recommended Preparation goes through a.. separate approval process. See Fonns E1-E4 for details_---------~. 

[ None. 
Other Enrollment Criteria: ._._____ ,__ .... ·-.... ··------~----·
Students must meet the following criteria to be selected for this manufacturer 
training program. Must attend the Honda PACT orientation. Have a valid CA Drivers . 

li~:~:ed~~ ;s:ioa:I~:~:::~:i:~;.ia~-~ecurity numbe~~._:-u~t be 1~ years ol~~:u~j 
Learning Objectives: (please number each objective and express in behavioral terms) 
U n the con.iple. ·on of the course th~!!Jdent will be able to do the follov.4ng:___ .._ .__·--------- ------. 

Upon completion of this course, the student will be able to do the following: 

a. Shop safety 

b. How to identify a vehicle. 

c. Complete a Repair/Work Order. 

d. Describe the desirable aspects of a professional automotive technician. 

e. Use electronic service repair manuals and online databases. 

f. Identify/select basic and specialized hand tools. 

g. Understand how to use precision test equipment. 

h. Describe the eight basic systems of a vehicle. 

i. Perform routine maintenance on Honda/Acura vehicles. 
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j. Understand four stroke cycle operation 

k. Identify Undercar systems. 

I. Understand Basic electricity and electronics. 

m. How Fuel and Emission Systems work and their role in global warming 

Course Content: (please number the outline of main topics and subtopics) 

Course content consist of the following and also includes Honda's specific student 
Online University MAP. 

1. Introduction to auto service 
a. Its impact on the vehicle owner, environment, and career opportunities. 

2. Safety in the work place, tools and equipment 
a. Working safely and developing a secure environment 

3. Handling of hazardous waste materials 
a. Correct disposal of hazardous waste and its effects 

4. Repair equipment, tools, fasteners 
a. Identification of proper test equipment and tools 
b. safety as applied to use of tools and equipment 

5. Engines and their systems 
a. Application of engine-operation to other engine types 
b. Nomenclature and principles of operation to other engine types 
c. Timing Belt/Chain replacement. 
d. Cooling System checks and testing-pump and belt replacement 

6. Electrical: Batteries, starting, charging, ignition 
a. Study the principles of basic electricity as applied to ground transportation 
b. Using basic test meters/equipment- Honda ED-18 
c. Perform voltage drop testing using the DMM 

7. Fuel systems and emission controls 
a. Identify basic components, operation and service. 
b. Identify, service and maintenance to common emission control systems. 

8. Suspension, steering 
a. Perform an inspection and identify commonly worn parts, 
b. Determine the correct procedure for removal of replacement parts 
c. Understand and perform wheel alignment and TPMS iniatialization 
d. Checking for vibration 

9. Power train 
a. Identify components, describe their function and operation; identify the 
maintenance and service of this components. 
b. Fluid replacement 

11. Accessories 
a. Describe, identify, and determine the maintenance and service of these units. 
b. Troubleshoot wind noise 

12. Heating and Air conditioning 
a. Identify components 
b. Determine operation, inspection, and general service of this units 

13. Engine repair and service 
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a. Identify the components, general inspection, operation and service of the 
engine components. 

14. Brake systems 
a. Identify the components, general operation, inspection and service 

procedures. 

b. Resurfacing of rotors and drums. Installing Brake pads and lining. 

15. Basic Electricity/electronics 
a. Identify principles of operation electrical components, there inter relation to 
other systems, testing and servicing of electrical, electronics systems. 

Honda's specific student Online University MAP with lab and testing. 

l?H *··H~·,.H~:...l 
~-----<··~:J~. ~'··' 

·~ 

kHONDA 

General 2 

~~Km [1}! ~· H~~·H ~ I
\1,HONOA 

General 2 

T~~m~ 
~ 
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Start 

Start 

..,.... 

Womllltfoq 
~·· 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followinq: 

Instruction will include lecture, demonstration, large and small group discussions, 
individualized instruction by multi-media and online streaming video. 

Supervised shop activities will be incorporated that provide practical application of 
theories and procedures taught in the classroom. 

Lecture, demonstration, discussion 40% 
Student lab assignments, shop work 45% 
Instructor demonstration 15% 

Lectures will involve discussions of theory and systems operation and will include 

review and discussion of assignments. 

Students will work in cooperative teams in the classroom and in the shop, 

focusing on data retrieval, problem solving, and teamwork. 

Textbook assignments requiring comprehension of materials and written 

responses to problems. 

Guest speakers and field trips. Teams will visit local automotive Honda/Acura 

dealership identifying differences and similarities of operation. 

Honda Lab training module task sheets will require students to complete skills 

with accuracy. 


Reading assignments: 

Use of weekly textbook and lab manual assignments. 

Explore industry periodicals 

Use of handouts provided by instructor and related to subject matter. 


Writing assignments: 
One research project the subject determined by student's interest or need. 
Results of research to be demonstrated by paper, and presented to the class. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 
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Grading Policy: 
_L-Excellent - A 

a. 	Complete all minimum course objectives. 
b. Complete all outside and multi-media assignments. 
c. 	 Complete research assignment 
d. Miss not more than 1 scheduled quiz. 
e. 	Maintain test score average 90% or more. 
f. 	 Demonstrate good work habits. The major points of evaluation in this 

area include: 
1. class participation 
2. 	 assistance to and with others 
3. cleanliness ofwork areas and oneself 
4. safety 

g. Complete a minimum of 100% required Honda Online Modules 
h. Complete a minimum of 1000/0 required Honda training Center Modules 

2. Above average - B 
a. 	Complete all minimum course objectives. 
b. Complete 90% of all outside and multi-media assignments 
c. 	Complete 1 randomly selected, course and unit related, repair job. This 

includes writing the repair order, diagnosing the problem, using the proper 
equipment, reporting to the instructor what repairs are needed, and 
completing the necessary repairs. 

d. Miss not more than 2 scheduled quizzes. 
e. 	Maintain test score average 80o/o-89%. 
f. 	 Demonstrate good work habits. The major points of evaluation in this 

area include: 
1. 	class participation 
2. assistance to and with others 
3. cleanliness of work areas and oneself 
4. 	 safety 

g. Complete 90% required Honda Online Modules 
h. Complete 90% required Honda Training Center Modules 

3. Average - C 
a. 	 Complete all minimum course objectives. 
b. Complete 80% of all outside and multi-media assignments. 
c. 	Miss not more than 3 scheduled quizzes. 
d. Demonstrate satisfactory work habits. For evaluation see #f, above. 
e. 	Maintain test score average 70%-79%. 
e. 	Complete 80% required Honda Online Modules 
f. 	 Complete 80% required Honda Training Center Modules 

4. Barely Passing - D (Not recommended for trade employment) 
a. 	Complete all minimum course objectives. 
b. Complete 70% of all outside and multi-media assignments. 
c. 	Miss not more than 4 scheduled quizzes. 
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d. 	Demonstrates unsatisfactory work habits. For evaluation, see #f above. 
e. Maintain test score average 600/o-69%. 
f. 	 Complete 70% required Honda Online Modules 
g. 	Complete 70% required Honda Training Center Modules 

5. 	Failure - F 
a. 	Not meeting requirements for D grade in all of the above three areas of 

evaluation. 
b. 	Test scores 59% or below. 
c. 	Complete 60% required Honda Online Modules 
d. 	Complete 60% required Honda Training Center Modules 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readino and writino, as well as out of class assionments are required. These assionments may include but are not limited to the followinq: 

Assignments that Demonstrate Critical Thinking: 

1. Compare and contrast the function of various Electrical & Electronics systems 
used in the automotive industry. 

2. Analyze and correct timing (and other belts/Chains) belts failures. 
3. Analyze and correct the cause of Undercar systems failures. 
4. Test and verify various fault codes. 
5. Demonstrate the proper use of micrometers and dial indicators to measure 
brake rotors and drums and Engine major parts (bore, piston, head clearance, 
endplay. etc.) 
6. Disassemble, clean inspect and adjust cylinder head valve component, timing 

belts and evaluate the need for repair or replacement of faulty components. 
7. Measure and analyze ignition systems for Voltage, Resistance and continuity. 

Textbook (s}: The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
All lab Training Modules supplied by 
American Honda 
Author 	 Title 

I American Honda 
Publisher 	 ISBN Publication Date 

Re uired 2 : 
James E. Duffe Modern Automotive Technolo 
Author Title 

I Goodheart-Willcox Co. 1-59070-186-0 I 2009 
Publisher ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 
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Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

REV JAN IO 
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Submitted by: ~D_a_n_P_e_a_c_e____________~I Date: I10/10/08 
Subject Course 

(select from this 
H • Number Title 

ESL-M I English English 050 English as a Second 
asa Language Level 1 
Second 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) Le. Technology in the Classroom (formerly COE 160). 

formerly ESL-050A revised June, 2007 
formerly ENGL-50 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hour§ Units/Hours 4 + 0 -- 4 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 unlts-64-72 4 units - 192-216 64-72 + 0 -- 64-72 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from !bi§Jifil. 

Maximum 	 CreditJNo- YES 

4930.87 

Yes or NoEnter number 
(usually Yes) Enrollment: Credit ALLOW 

CreditJNo- Yes or No TOP code (click here for TOP s (usually No) code website) Credit ONLY ~ 	 (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~.
1 (If more than 1 , justify with one of the following) be 

~-_,_B_ec_a_u_s~ethe course content differs each time it is offered ... 
.. 2!1.sJ. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

,___ __, 	enhanced by supervised repetition and practice within class periods 
... 2!1.sJ. the student who repeats 1t is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

~-~ 
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Catalog Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

Speaking, listening, reading, writing, grammar, vocabulary, and pronunciation skills are 
focused on in this course. This class is the entry-level college credit course for speakers of 
English as a second language and focuses on the development of all language skills to increase 
overall lan ua e fluenc for students who wish to re are for colle e-level coursework •• 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! 
If you select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: {Please do not refer to transferability or degree, certificate, or employment concentration 
a licabilit . Please onl describe the course . 25 words or less in ra box below . 

This course provides instruction and practice in developing overall language fluency to prepare 
students for academic coursework. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select 
the entire box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course provides a student-centered learning environment to meet the needs of 
the diverse communities and populations served by the college. Consequently, this 
program provides access to college-credit classes for non-native English speakers. 
This class serves as a source of cultural, personal, and educational enrichment for 
the entire community. This course also provides a solid bridge transitioning 
students from non-credit to credit.courses with a increasingly academic focus. 
Prerequisite(s): 
Prere uisites o throu ha se arate a roval rocess. See Fonns E1-E4 for details. 

rocess. See Fonns E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Preparation goes through a separate approval process. See Fonns E1-E4 for details. 

INone 
Other Enrollment Criteria: 

Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the following: 

1. 	 Utilize target grammar, vocabulary, and language patterns in spoken English. 
2. 	 Investigate, apply, and demonstrate learner skills and strategies in regards to reading, 

writing, speaking, and listening. 
3. 	 Differentiate non-native and native pronunciation patterns and increasingly 

incorporate native pronunciation elements into spoken English. 
4. 	 Consider and apply knowledge of American culture to writing, reading, speaking, and 

listening. 
5. 	 Utilize grammatical structures in written discourse. 
6. 	 Write an organized paragraph using standard college writing conventions and 

incorporating target grammatical structures. 
7. 	 Interpret short reading passages and discuss them critically. 
8. 	 Evaluate the main idea and infer information about level appropriate reading passages. 
9. 	 Edit one's own work, combining instructor and peer feedback. 

Course Content: {please number the outline of main topics and subtopics) 
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1. 	 Speaking: students will receive instruction and practice in 
*targeted structures in both controlled and freer speaking activities 
*target structures in class to effectively communicate ideas and opinions 

2. 	 Learner skills and strategies: students will receive instruction and practice in 
1. 	 skills and strategies to increase linguistic and academic success 
2. 	 strategies to effectively prioritize and organize assignments 

3. 	 Pronunciation: students will receive instruction and practice in 
1. 	 Practicing the vowels and constants in English with special attention to common ESL 

learner errors. 
2. 	 Using minimal pairs to focus on and improve non-native speech patterns. 

4. 	 American culture 
1. 	 Reading texts that include elements of American culture 
2. 	 Discussion of and integration of various aspects of American culture into class 

activities and assignments 

5. 	 Grammar: Students will receive instruction and practice in 
1. 	 Identifying and using appropriately the parts of speech and elements of sentence 

structure. 
2. 	 Using simple present, past, and future verb tenses and the present progressive in 

statements, questions, and negative statements. 
3. 	 Understanding subject-verb agreement. 
4. 	 Using count/ non-count nouns and quantifiers. 
5. 	 Using dermite/ indermite articles. 
6. 	 Using comparative forms. 
7. 	 Using subject, object, and possessive pronouns and possessive adjectives. 
8. 	 Using basic word order (Subject - verb - object) in sentences. 

6. 	 Writing: Students will receive instruction and practice in 

1. 	 Writing simple and basic compound sentences. 
2. 	 Writing complete sentences in response to exercises and questions. 
3. 	 Writing timed paragraphs of a minimum of 100 words in a 50-minute period. 
4. 	 Writing paragraphs with simple and basic compound sentences. 

7 Reading and Vocabulary: Students will receive instruction and practice in 

1. 	 Reading beginning to low-intermediate texts and answering questions about specific 
factual content. 

2. 	 Understanding basic spelling principles of English. 
3. 	 Guessing meaning of unfamiliar words from contextual clues with increasing 

accuracy. 
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utilize studied grammatical structures in the context of individual work, and revising to 

promote college-level communicative abilities. 


2. Discussion to reinforce student comprehension of class materials including aspects of 

American culture. 


3. Individual and group practice to synthesize class concepts and topics into student writing, 
listening, and speaking. 

4. Pair/ small group practice cooperative learning (brainstorming ideas, peer evaluation, 

guided discussion of reading material) to assist in the formation of narrative and expository 

writing and responding critically and analytically to texts. 


5. Video to promote discussion of class-related topics, preview class content and link to prior 
student knowledge and reinforce targeted grammatical structures. 

6. Web-sites (Dave's ESL Cafe, Tower of English, University of Purdue OWL) to assist in the 
practice and fluency of studied grammatical structures, the recognition and use of standard 
usage rules, and the development of individual writing. 

7. Level-appropriate computer software available in the LRC/ Writing Center (Rosetta Stone, 
Easy Writer, or other available software/cd-rom). 
8. Controlled and freer speaking activities to apply targeted structures. 
9. Lecture and discussion of relevant learner skills and strategies. 
10. Modelin and feedback re ardin American En ·sh ronunciation. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of 
performance related to the course oblectives. Methods of evaluation may include but are not limited to the following: 

1. 	 Revisions of student writing to improve the quality of student work, increase writing 
fluency, and apply writing concepts and grammar usage. 

2. 	 Quizzes/tests to demonstrate students' knowledge of targeted grammatical structures 
and ability to apply writing techniques using standard American English. This may 
include testing for accepted academic style in a timed environment. 

3. 	 Presentations and/or projects applying knowledge and skills. 
4. 	 Quizzes/tests to demonstrate students' understanding of basic pronunciation principles 

such as the past tense "ed" ending sounds, reading comprehension, and meaning of 
vocabulary words from context. 

5. 	 Quantity and quality of verbal participation in speaking actiVities and application of 
targeted structures. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the 
equivalent. Reading and writing, as well as out of class assignments are required. These assignments may include but are not 
limited to the following: 

Students will participate in class activities that foster the acquisition of grammar and productive 
language competency in accordance with the stated course objectives and content. Students will 
be expected to complete sentence-level grammatical exercises, use targeted structures in 
discussion, read level-appropriate texts, and write organized paragraphs in response to class 
reading assignments. 

Example writing assignment: 

In writing, tell your classmates about a quality or characteristic that two of your friends have in 
common. Think about these ideas: 

Choose two friends you know well. 
Think of qualities they have in common. 
Choose one quality from your list to write about. 
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In writing, tell your classmates about this quality in your two friends. Use details and 

examples to show this quality in your friends. 

Get together with 2 or 3 classmates. Take turns reading each other's writing. 

Use the three-part paragraph structure with a topic sentence, body, and concluding 

statement. Remember to give your reader enough information so that he or she can 

compare this one quality in your two friends. 


Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 
Keith Folse Great Sentences for Great Para 
Author Title 

IHoughton-Mifflin !0618444165 \ 2005 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publlcatlon Date 

Supplemental (1 ): 

Author Title 

2Publlsher 

Supplemental (2): 

I 
Author 

ISBN 

Title 

Publication Date 

Publisher 

Supplemental (3): 
ISBN Publication Date 

I 
Author Title 

Publisher ISBN Publication Date 

6/10 TOP Code changed to 4930.87, effective SU10 (previously 4930.82) 
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10/15/08 

ESL-M 

Course Number: 	 a) 001-069 Non-Degree credit. b} 070 and higher: Degree credit, c) 070-079 are intended for students with learning 

disabilities. d) 100 or higher: Transfer credit (please click here for the transfer form). 


Submitted by: Dan Peace 
Course 
Numper 

English ESL 051 English as a Second 
Language Level 2 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 1601. 

Formerly ESL 051A rev JUNE 07 
Formerly ENGL 051 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 4 0 - 4+ 	 1 unit - 16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 64-72 + 0 64-72 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from~. 

Credit/No YES 

4930.87 

Yes or No Maximum Enter number (usually Yes) Credit ALLOWEnrollment: 
(click here for TOPCredit/No Yes or No 	 TOP code 

(usually No) code website) Credit ONLY (choose only 1 ) 

time(S) for Credit (max 4) (More detailed informa tion on course repeatability can be found hfilll.).Can 
1 (If more than 1. justify with one of the following) be ~--t--B~ec~a~u~se~the course content differs each time it Is offered ... 

... Mlf1 the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
enhanced by supervised repetit ion and practice within class periods 
... Mlf1 the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability . 
Please only describe the course). (75 words or less in gray box below). 
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ESL-051 is a continuation of ESL-050. This course provides instruction and practice in English 
sentence structure, reading, writing, speaking, listening, pronunciation, vocabulary, study skills, 
and critical thinking skills for students who wish to prepare for college-level work. Students 
should have passed ESL-050 or have an equivalent skill level to be successful in ESL-051. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful I 
If you select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration 
aoolicabilitv. Please only describe the course). (25 words or less in Qrav box below). 

This class focuses on the development of all skills necessary for success in college-level classes 
including writing, reading, speaking, listening, and study and critical thinking skills. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select 
the entire box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click .!Jm) 

This course continues ESL-050 and provides a student-centered learning environment to meet 
the needs of the diverse communities and populations served by the college. Consequently, this 
program provides access to college-credit classes for high- beginning/low-intermediate non
native English speakers. This course further prepares students for success in an academic 
environment by focusing on all language skills. 

rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a 

Other Enrollment Criteria: 
I None. 
tetrr11trlg~ell'Ves: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinQ: 

1. Utilize target sentence structures in written discourse. 
2. Produce a well-developed paragraph with a clear beginning, middle, and end, using 
standard writing conventions and incorporating the targeted grammatical structures. 
3. Interpret increasingly difficult reading passages and analyze topic, thesis, developmental 
information, and concluding sentences. 
4. Evaluate the main idea and infer meaning in reading passages. 
5. Edit written work with increasing accuracy. 
6. Utilize writing process techniques effectively. 
7. Utilize targeted sentence structures correctly when speaking. 
8. Infer vocabulary from context and evaluate listening material for meaning and information 
9. Differentiate non-native and native pronunciation patterns and increasingly incorporate 
native pronunciation elements into spoken English. 

Course Content: (please number the outline of main topics and subtopics) 

A. Grammar: Students will receive instruction and practice in •.• 

1. Reviewing and using simple past, present, and future verb tenses and present/ past 
prouessive verb tenses and modals. 
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2. Understanding and using perfect verb tenses. 
3. Using the present perfect, real conditionals, and past modal expressions. 
4. Using gerunds and infinitives appropriately. 
5. Using parts of speech appropriately. 
6. Using count/ non-count nouns, articles, and quantifiers 

B. 	Writing: Students will receive instruction and practice in.•. 

1. Using simple, compound, and complex sentence structures of time, cause and effect, 
contrast, and condition. 

2. Extending writing from paragraph to basic essay form of one to three paragraphs with a 
clear beginning, middle, and end. 

3. Using common transition signals of time and sequence. 
4. Using appropriate coordinators and subordinators. 
5. Writing a timed essay of 150 - 200 words in 50 minutes - 1 hour. 
6. Understanding and using the prewriting tools (brainstorming, clustering, lists, quick

writing, tree diagrams, Venn diagrams). 
7. Taking notes from classroom texts. 
8. Making an outline of a story. 

C. 	Reading and vocabulary: Students will receive instruction and practice in... 
1. Reading intermediate level textual material. 
2. Identifying and analyzing topic, thesis, support, and concluding sentences. 
3. Guessing meaning from contextual clues. 
4. Scanning reading material for specific information. 

D. Spoken Discourse: Students will receive instruction and practice in.•. 
1. Discussing topics, ideas, and opinions in pairs, small groups, and with the entire class 

using controlled and freer practice 
2. Using targeted spoken structures in response to class activities. 

E. 	Learner skills and strategies: students will receive instruction and practice in 
1. 	 Indentifying and applying skills and strategies to increase linguistic and academic 

success 
2. 	 Using strategies to effectively prioritize and organize assignments 

F. 	Pronunciation: students will receive instruction and practice in 
1. 	 Practicing the vowels and constants in English with special attention to common ESL 

learner errors. 
2. 	 Using minimal pairs to focus on and improve non-native speech patterns. 

G. 	American culture 

Reading texts that include elements of American culture 

Discussion of and integration of various aspects of American culture into class 


activities and assignments 
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Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. Lecture and Demonstration to assist students in the comprehension and development of 
prewriting and its impact on quality writing, drafting to promote better writing, editing to 
utilize studied grammatical structures in the context of individual work, and revising to 
promote college-level communicative abilities. 

2. Discussion to reinforce student comprehension of class materials including aspects of 

American culture. 


3. Individual practice to synthesize class concepts and topics into student writing, listening, 
and speaking. 

4. Pair/ small group practice cooperative learning (brainstorming ideas, peer evaluation, 

guided discussion of reading material) to assist in the formation of narrative and expository 

writing and responding critically and analytically to texts. 


5. Video to promote discussion of class-related topics, preview class content and link to prior 
student knowledge and reinforce targeted grammatical structures. 

6. Web-sites (Dave's ESL Cafe, Tower of English, University of Purdue OWL, EnglishZone, 
Randall's Cyber-Listening Lab) to assist in the practice and fluency of studied grammatical 
structures, the recognition and use of standard usage rules, progressive reading 
improvement, and the development of individual writing. 
7. Level-appropriate computer software available in the LRC/ Writing Lab. 
8. Controlled and freer speaking activities to apply targeted structures. 
9. Lecture and discussion of relevant learner skills and strategies. 
10. Modelin and feedback re ardin American En lish ronunciation. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of 
performance related to the course objectives. Methods of evaluation may include but are not limited to the following: 

1. Revisions of student writing to improve the quality of student work, increase writing 
fluency, and apply writing concepts and grammar usage. 
2. 	 Achievement quizzes and exams to demonstrate student's knowledge of sentence mechanics 

and targeted grammatical structures. 
3. 	 Quizzes and exams to demonstrate student's knowledge of targeted grammatical structures 

and ability to apply writing techniques using standard American English and accepted 
academic style. 

4. 	 Projects and/ or presentations that assess critical thinking skills and speaking skills. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the 
equivalent. Reading and writing, as well as out of class assignments are required. These assignments may include but are not 
limited to the followina: 

Students will participate in class activities that foster the acquisition of grammar and productive 
language competency in accordance with the stated course objectives and content. Students will 
be expected to complete sentence-level grammatical exercises, use targeted structures in 
discussion, read level-appropriate texts, and write organized paragraphs based on class reading, 
use and attach prewriting to writing assignments, revise a paragraph or basic essay, using 
instructor feedback. 

Example writing assignment: 
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In writing, tell your classmates about one of your family customs. Think about these ideas and 
steps to take in the writing process. 

In your journal or on a piece of paper, brainstorm a list of customs in your family. Read 
your list to a partner. Listen to your partner's list. (This might help you think of more 
ideas.) 

Choose one of the customs from your list. Quickwrite for 5-10 minutes. 

Reread your quick-writing. Underline any ideas you like. 

Tell a partner about this custom. Answer any questions your partner has. 

Describe your family custom in writing. 

Read your writing aloud in a group of 3-5 classmates. 


Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Required (1): 
I Keith Folse IGreat Paragraphs 

Author Tltle 

I Houghton-Mifflin I ISBN-13: 9780618271924 I 2005 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publlsher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publlsher ISBN Publlcatlon Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publlcatlon Date 

Supplemental (3): 

Author Tltle 

Publisher ISBN Publication Date 

ESL 050 rev FEB 09 
6/10 TOP Code changed to 4930.87, effective SU10 (previously 4930.82) 
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Submitted by: Dan Peace Date: I 10/15/08 
Course 
Number Tith~ 

063R ESL Reading and 
Vocabulary Level 1 

History  M HIST HIST 151 History and Appreciation of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b} 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d} 100 or higher: Transfer credit (please click here for the transfer form). 

Title : 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technol09y in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 4 0 - 4+ 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units -144-162 
4 units - 64-72 4 units -192-216 64-72 + 0 -- 64-72 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~-

Maximum Pass/No Pass YES 

4930.85 

Yes or No Enter number 
(usually Yes) Enrollment: ALLOW 

Pass/No Pass Yes or No 	 TOP code (click here for TOP 
(usually No) code website) ONLY (choose only 1 ) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).
2 (If more than 1. justify with one of the following ) be 

~-__,__B_ec_a_u_se_the course content differs each time It is offered .. . 
X ... fY1!J_ the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 

f------1 	enhanced by supervised repetition and practice within class periods 
... and the student who repeats it is gaining an expanded educational experience because act/ve participatory 
experience In individual study or group assignments Is the basic means by which learning objectives are 

'-----' 	obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course advances students' skills in the areas of vocabulary usage, literal comprehension, 
critical readin and cultural inferences as necessa for mainstream colle e classes. This 
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course also improves students' reading skills, trains students to use reading strategies that can 
be applied to various reading tasks, emphasizes reading as a problem-solving process, and 
develops general study skills. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course provides practice in reading and vocabulary with an emphasis on reading strategies 
and skills. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course develops ESL students' reading comprehension and vocabulary in preparation for 
mainstream courses which re uire critical readin and a lication of colle e-level material. 

Placement into ESL-050 
Corequisite(s): 
Car uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

A. 	 apply skills and strategies to various reading texts at a low-intermediate level; 
B. 	 use context clues, morphological clues, syntactic information, and dictionary skills to extract 

meaning from text and build an academic vocabulary at a low-intermediate level; 
C. 	recognize various organizational patterns in low-intermediate level texts; 
D. differentiate between fact and opinion; 
E. 	 relate existing knowledge to new from low-intermediate level texts; 
F. 	 vary reading rate according to the difficulty of the text and the nature of the reading task; 
G. discuss the relevance of low-intermediate readings in terms of knowledge gained and/or 

attitudinal changes resulting from readings; and 
H. 	 take notes from low-intermediate level texts 

Course Content: (please number the outline of main topics and subtopics) 

Content: 

Both ESL reading courses (ESL 063R & ESL 064R) have essentially the same goals. The goals 

are to improve students' skills and comprehension and to develop a positive attitude toward 

reading, using level-appropriate materials. 

1. Developing Reading Strategies 

a. Underlining and highlighting 
b. Skimming and scanning 
c. Writing margin notes 
d. Outlining 
e. Note taking 
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f. 	 Applying KWL, SQ3~ etc. 
g. 	 Changing reading rate 

2. 	 Developing Vocabulary Skills 
a. 	 Analyzing context clues 
b. 	 Analyzing morphological forms 
c. 	 Analyzing syntactical forms 
d. 	 Developing dictionary usage skills 
e. 	 Expanding both active and passive vocabularies 
f. 	 Expanding the use of American idioms 

3. Developing Comprehension 
a. 	 Identifying the topic, main idea, and supporting details of the text 
b. 	 Recognizing organizational patterns used to relate ideas (i.e., cause and effect, 

illustration/example, and other logical sequences) 
c. 	 Analyzing how quotes, asides, footnotes, and support materials relate to the text 
d. Summarizing, paraphrasing, and synthesizing from texts 

4. Developing Critical Reading Skills 
a. 	 Predicting and drawing conclusions about a reading 
b. 	 Differentiating between fact and opinion 
c. 	 Categorizing, making generalizations, and elaborating on the text 
d. 	 Determining how one's knowledge or attitudes have been changed by the text 
e. 	 Analyzing organizational patterns used to relate ideas (i.e., cause and effect, 

illustration/example, and other logical sequences) 
f. 	 Connecting new knowledge from text to knowledge previously learned 

5. Using the Reading Process 
a. 	 Using pre-reading activities 
b. 	 Reading the text 
c. 	 Responding to the reading 
d. 	Extending the text 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

Methods of instruction may include, but are not limited to the following: 
1. 	Collaborative activities 

a. 	 Reader's workshop 
b. 	 Pre-reading group activities 
c. 	 Collaborative analysis of readings 
d. 	Dramatic interpretations 
e. 	 Direct instruction 
f. 	 Guided explication of required readings 
g. 	 Model pre-reading 
h. 	 Presentations 

2. Technological support 
a. 	 Video and audio activities 
b. 	 Overhead illustrations 
c. 	 Computer-Aided Instruction and/or Computer Aided Language Leaming 
d. 	 Bibliographic instruction 

3. Individual and/or group student-teacher conferencing on reading 
4. Portfolio 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 
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1. Quizzes, tests or skills demonstration exercises as necessary to determine students' 
understanding of and ability to apply reading content. 
2. Homework assignments to determine students' understanding of and ability to apply reading 
content. 
3. Projects or presentations that display students' ability to comprehend and apply information. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readinq and writinq, as well as out of class assionments are required. These assiqnments may include but are not limited to the followinq: 

Reading a level appropriate text and applying reading skills/ strategies and critical 
thinking skills to determine: the main idea, supporting ideas, the author's intentions, 
the meaning of unknown words with context clues, specific information, etc•.. 

Reauired l1 l: 
Anderson, Neil Active Skills for Reading Book 4 

Author Title 

I Thomson Heinle I 1-4240-0236-2 I Latest Edition 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

ESL 063R new JAN 09 
6/10 TOP Code changed to 4930.85, effective SU10 (previously 4930.82) 
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Submitted by: IJames B. Wilson IDate: 04109/07 
Subject CourseDiscigline Degartment Iselect from this 

(~ec;t frnm th oc lisl ) ,_._..., frnm this list\ Ii$! \ Nurnb~r: 	 Iill.e 
ESL-M 1 English ESL 056 English Conversation and 
Communicatio Culture 
n Studles-M 

I 	 I I 
Communicatio COMM I 056 English Conversation and 
n Culture 

I 

I 	 I 

1 
History- M HIST 	 HIST 151 History and Appreciation of Dance 
Dance- M 

DAN 	 DAN 100 History and Appreciation of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabil ities, d) 100 or higher: Transfer credit (please click here for the transfer form ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Y.12 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 144-162 
4 units-64-72 4 units -192-216 48-54 + 0 -- 48 - 54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from ~-

Maximum 	 Credit/No-
Enter number 

Enrollment: Credit ALLOW 
Credit/No- Yes or No TOP codes (usually No) Credit ONLY 	 (choose only 1 ) ~ 

YES 


4930.86 


Yes or No 
(usually Yes) 

(click her~ for TOP 
.:ode W~Si!~) 

Can time(S) for Credit (max 4) (More deta iled information on course repeatability can be found _bfilfil .
1 (If more than 1. justify with one of the following) be ~--+-B_ec_a_u_s~ethe course content differs each time it is offered ... 

.. . ifil1!. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
t------i 	enhanced by supervised repetition and practice within class periods 

... i!!1fl. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments Is the basic means by which /earning objectives are 
obtained. 

taken 

~-~ 
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Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please only desCribe the course). (75 words or less in gray box below). 

This course is an English conversation class that develops listening and speaking skills in the context 
of acquiring academic content. Students acquire academic skills while learning about American 
culture and communication. Classes consist oflistening exercises, pair/ small group discussion and 
student presentations. A basic knowledge of English is required. This class may be repeated twice for 
credit. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

This course is an ESL conversation class to develop communication skills, intercultural skills, and 
knowledge ofAmerican culture. Students prepare oral reports. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

This course provides a student-centered learning environment to meet the needs of the diverse 
communities and populations served by the college. Consequently, this program provides access to 
college-credit classes for non-native English speakers. Conversation courses provide the focused 
listening and speaking opportunities necessary to improve second language learner oral production. 
The course is being crosslisted with COMM 056 because of the emphasis placed on oral 
communication in the objectives and content. 

Prerequisite(s): 
Prer uisites o throu h a se arate a 

Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the following: 

Upon successful completion of this course, students will be able to ... 

1. communicate about academic procedures and requirements. 
2. ask about alternatives and state preferences. 
3. identify parts of a lecture. 
4. use appropriate language to solve problems. 
5. recognize and use direct and subtle speech. 
6. contribute ideas in group activities. 
7. use key words to take notes from lectures and taped discourse. 
8. notice nonverbal communication cues (facial expressions, gestures). 
9. ask and give clarification ofviewpoint. 
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10. paraphrase orally to help communicate meaning. 
11. evaluate a speak.er' s intent. 
12. listen for and comprehend specific language cues to better understand conversations. 
13. prepare effectively for a debate, discussion, or short oral presentation. 
14. differentiate and interpret whole ideas rather than individual vocabulary words to improve 
fluency and diminish translation. 
15. distinguish contrasting viewpoints. 
16. write a 1-2 paragraph summary ofwhat the student has heard. 
17. use a chart to list problems and solutions. 
18. create and present an oral presentation ( 5-10 minutes) integrating visual accompaniment and 
primary/ secondary source material. 
19. express appropriate feedback and appraise peer oral presentations. 
20. determine meaning from stress, tone, and intonation patterns. 

Course Content: {please number the outline of main topics and subtopics) 

Topics: 
1. American college norms and expectations. 
2. Cross-cultural communication styles 
3. General American values/ values comparison. 
4. Nonverbal communication cues. 
5. Communication styles. 
6. Personal/ Geographic boundaries. 
7. Quality Tools for problem solving. 
8. Free Speech/ Media/ Censorship 
9. Current events/ issues. 
10. Ethics 
11. Academic Study Skills 
12. Gender relationships 
13. Acculturation/ Culture Shock 
14. American Culture/ Cross-Cultural Comparison 

Listening/ Speaking Skills: (functional content) 
1. Offering advice. 
2. asking about alternatives. 
3. asking for/ giving clarification. 
4. compromising. 
5. making explicit/implicit demands. 
6. recognizing/using direct speech. 
7. expressing both sides of an issue. 
8. expressing concern, dissatisfaction, empathy, opinions 
9. talking about hypothetical situations. 
10. offering polite excuses. 

) 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

I. 

http:speak.er
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11. Methods of Instruction: Methods may include, but are not limited to the following: 

1. Whole Class Discussion to determine student's comprehension of class material, develop speaking 
strategies, and promote listening. 
2. Pair/ Small group activities to understand class content, synthesize ideas, apply class content to 
student knowledge, and promote analysis of studied material. 
3. Cooperative problem solving to promote understanding ofpoint ofview, brainstorm ideas related to 
class content, express cross-cultural comparisons, and find examples related to key course concepts 

4. Individual listening practice to develop listening skills, understand sight/sound correspondence, and 
prepare for academic discourse. 
5. Lecture to foster comprehension ofkey course concepts, deliver content, develop listening skills, 
promote questioning strategies, elicit clarification, and give opportunities to verify student 
comprehension. 
6. Videos related to course content and/or current events to develop listening skills, synthesize course 
content, and promote awareness ofculture as it relates to effective communication. 
7. Newspapers/Magazines to model summaries of information 
8. Web-sites to find information about the United States, its culture, and current events and to promote 
the development oflistening skills (Library ofCongress, ABC News, CNN, C-Span, U.S. Census 
Bureau, Study Skills Self-Help Information, Yahoo! Movies, Randall's Cyber-Listening Lab) 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followino: 

1. Class participation to demonstrate student's comprehension of class content. 
2. Quizzes on course content to demonstrate student's comprehension of class content and 

promote the development oflistening skills. 
3. Listening quizzes to ensure the development oflistening comprehension, aural fluency, and 

sight/sound correspondence. 
4. Oral summaries of articles or other reading material to develop synthesis and analytical skills, 

promote student's communication abilities, and foster knowledge of class-related content. 
5. Midterm examination including main points/ details from short lecture, text material, and an in

class oral presentation. This promotes student accountability, helps students learn basic 
presentation techniques, and allows students to share their knowledge with classmates in a semi
formal environment in preparation for further college study. 

6. Peer/ Instructor feedback on student presentations to foster listening comprehension skills, promote 
questioning and clarification skills, and develop student's ability to analyze content and give 
appropriate feedback pertinent to the improvement ofclassmates' overall communicative abilities. 

7. Final examination including main points/ details from a short lecture and an in-class oral 
presentation with visual accompaniment to verify student comprehension of class content, ensure 
student's ability to apply class content to personal communication, and promote overall 
communicative abilities 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

Students will participate in class activities that foster the acquisition of grammar and productive 
language competency in accordance with the stated course objectives and content. Examples of 
assignments may include, but are not limited to language contact assignments and in-class sharing of 
language experiences, small group discussion and oral debriefing of group efforts, an oral summary of 
a student-chosen news sto , a short 4-6 minutes oral resentation with main oints visual related to 
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course content, an individual, pair, or small group presentation (5-10 minutes) on male/ female 
communication, cross-cultural communication, tips for academic success, or other topic. 

Assignment example: ESL 056 Oral Presentation 

Prepare a short (5-10 minute) presentation that introduces your first culture to the class. Include any 
information you think is relevant or important for your classmates to know about your culture. Think 
about what you think is important for people outside your culture to understand. Some possible topic 
areas include: 

values 
customs 
traditions 
language/communication 
family 
social system 
government 
work 
holidays/ celebrations 
marriage and dating 
gender roles 
age 
time orientation (past, present, future) 
thinking (linear, circular, other) 
education 

Steps 
1) Think about the topic. Brainstorm (and write down) some ideas. 
2) Choose 2-4 topic categories to concentrate on. Write some notes about each category. Organize 
your information. 
3) Make a handout for your classmates (name, class, title ofpresentation, topic areas, main points, 
subtopics) - If you get this to me at least two (2) days before the presentation, I can make copies for 
you. 
4) Ifyou would like to use the overhead projector, get a copy of your visual to me before October 
25, and I can make an overhead transparency for you. 
5) On October 25, present your information to the class. Follow presentation guidelines from the 
October 16th class. Do not read. Do not write a speech. Write some main points on an index card, put 
some main points on the chalkboard, or prepare a visual for classmates to see if you want. Speak to 
people as if they are your friends and you are sharing information. To conclude, discuss any 
similarities and/ or differences you have noticed between your culture and general American culture. 
6) Ask for questions from your classmates. 
7) You will be graded based upon your attention to these guidelines. 
8) This and a short quiz connected to the textbook material and cultural comparisons we have 
discussed in class will account for your midterm grades 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 
Karen Carlisi 
Author 
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I Thomson-Heinle I 083840023-X I 2000 
Publisher ISBN Publication Date 


Required (2): 


Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Su lemental 1 
M.E.Sokolik Rethinkin America 
Author Title 

Heinele and Heinle ISBN-13: 978- 2003 
0838447321 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

ESL 056A rev JAN 08 (formerly ENGL 056 - er as COMM 056) 
6/10 TOP Code changed to 4930.86, effective SU10 (previously 4930.80) 



Mt. San Jacinto College 
Page 1of5 Integrated Course Outline of Record FormB 

Submitted by: ._D_a_n_P_e_a_c_e________________.I Date: 11/25/08 
Subject 

(select from this 
J1 ) 

Course 
~YID!>_~ 

ESL 064R ESL Academic Reading and 
Vocabulary Level 2 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 4 0+ 	 = 4
1 unlt-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units-48-54 3 units -144-162 
4 units- 64-72 4 units -192-216 64-72 + 0 -- 64-72 
5 units---80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern. please select one or more areas from ~-

Maximum Pass/No Pass YES 

4930.85 

Yes or NoEnter number (usually Yes) ALLOWEnrollment: 
Pass/No Pass Yes or No 	 TOP code (click here for TOP 

(usually No) code website) ONLY (choose only 1) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~-Can 
1 (If more than 1, justify with one of the following) be Because the course content differs each time it is offered ... 

~---+----

... ~ the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
,______, 	 enhanced by supervised repetition and practice within class periods 

.. . ~ the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which teaming objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course advances students' skills in the areas of vocabulary usage, comprehension, critical 
thinkin and cultural inferences to re are for the readin skills re uired for colle e level 
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classes. This course also improves students' reading strategies that can be applied to various 
reading tasks, emphasizes reading as a problem-solving process, and develops study skills. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course provides practice in reading and vocabulary with an emphasis on reading strategies 
and skills. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

This course further develops ESL students' reading comprehension and vocabulary in 
preparation for mainstream courses which require critical reading and application of college
Ievel material. 

roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. 	 Interpret reading tasks and organize appropriately. 
2. 	 Apply test taking strategies to various test questions, including multiple choice, 

true/false, short answer, essay responses, and matching. 
3. 	 Evaluate, rank, and categorize information 
4. 	 Identify, assess, and apply effective reading strategies for specific reading tasks. 
5. 	 Differentiate between major and minor points. 
6. 	 Analyze the structure of a text, including the main point and supporting points. 
7. 	 Evaluate the author's ideas and intent. 
8. 	 Employ critical thinking skills 
9. 	 Utilize context clues, morphological clues, syntactic information, and dictionary skills to 

extract meaning from texts and increase vocabulary; 
10. Recognize various organizational patterns to increase comprehension 
11. Differentiate between fact and opinion; 
12. Apply background knowledge to reading material to enhance comprehension 
13. Assess the nature and difficulty level of reading tasks and vary reading rate and 

strategies accordingly. 
14. Summarize and organize the content in a given text. 

Course Content: (please number the outline of main topics and subtopics) 

Content: 
Both ESL reading courses (ESL 063R & ESL 064R) have essentially the same goals. The goals 
are to improve students' skills and comprehension and to develop a positive attitude toward 
readin usin level-a ro riate materials. However, ESL-063R is focused on develo in 
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general reading vocabulary while ESL-064R is more academically focused. 
1. 	 Developing Reading Strategies 

a. Underlining and highlighting 
b. Skimming and scanning 
c. Writing margin notes 
d. Outlining 
e. Note taking 
f. Applying KWL, SQ3R, etc. 
g. Changing reading rate 

2. 	 Developing Vocabulary Skills 
a. Analyzing context clues 
b. Analyzing morphological forms 
c. Analyzing syntactical forms 
d. Developing dictionary usage skills 
e. Expanding both active and passive vocabularies 
f. Expanding the use of American idioms 

3. 	 Developing Comprehension 
a. Identifying the topi~ main idea, and supporting details of the text 
b. 	 Recognizing organizational patterns used to relate ideas (i.e., cause and effect, 

illustration/example, and other logical sequences) 
c. Analyzing how quotes, asides, footnotes, and support materials relate to the text 
d. Summarizing, paraphrasing, and synthesizing from texts 

4. 	 Developing Critical Reading Skills 
a. Predicting and drawing conclusions about a reading 
b. Differentiating between fact and opinion 
c. Categorizing, making generalizations, and elaborating on the text 
d. Determining how one's knowledge or attitudes have been changed by the text 
e. 	 Analyzing organizational patterns used to relate ideas (i.e., cause and effect, 

illustration/example, and other logical sequences) 
f. Connecting new knowledge from text to knowledge previously learned 

5. 	 Using the Reading Process 
a. Using pre-reading activities 
b. Reading the text 
c. Responding to the reading 
d. Extending the text 

6. Test taking strategies 
a. Multiple choice, True false, matching, short answer, essay responses, 
b. Evaluate the accuracy of statements 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

1. Lecture and demonstration to assist students in the comprehension and development of 
readings skills and strategies and vocabulary. 
2. Group discussion to develop student reading comprehension and critical thinking skills. 
3. Individual reading practice to synthesize class concepts and topics 
4. Pair and small group activities focusing on specific reading based tasks. 
5. Web-sites (Dave's ESL Cafe, Tower of English, University of Purdue OWL, EnglishZone, 
Randall's Cyber-Listening Lab) to assist in the development of specific reading skills (if 
available) 
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6. Level-appropriate computer software available in the LRC/ Writing Lab. 
7. Controlled and freer reading activities to apply targeted skills. 
8. Lecture and discussion of relevant learner skills and strategies. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. l'vlethods of evaluation may include but are not limited to the followinq: 

1. Quizzes, tests, or skills demonstration exercises as necessary to determine students' 
understanding of and ability to apply reading content 
2. Homework assignments to determine students' understanding of and ability to apply reading 
content. 
3. Projects or presentations that display students' ability to comprehend and apply information. 
4. Written summaries of various texts. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writina, as well as out of class assiqnments are reauired. These assignments mav include but are not limited to the following: 

1.Example: 

Read the following two articles that present opposing viewpoints. In a short essay, 

compare and contrast the ideas presented and present your opinion with supporting 

points. 


2.Example 

Read the text and apply reading skills, reading strategies, and critical thinking skills 

to answer the following questions about the main idea, supporting ideas, the 

author's intentions, vocabulary words, and specific information. 


Re uired 1 : 
Smith, Brenda Breaking Through: College Reading, with 

alternate readin s, J1h 
Author: 

I New York: Longman, 
Publisher 

Title 
I0321419243 

ISBN 
I2006 

Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 
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Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

6/10 TOP Code changed to 4930.85, effective SU10 (previously 4930.80) 
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Submitted by: ._o_a_n_Pe_a_c_e_______________,I Date: 111/23/2008 
Course 
tf_y_m_b_~r 	 Title 

English as 
a Second 
Language 

098W English Writing 
Fundamentals 

History  M HIST HIST 151 History and Apprec1at1on of Dance 
Dance- M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture .!:fill 
Units/Hours Units/Hours 4 0 4+ 	 -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units -144-162 
4 units-64-72 4 units-192-216 64-72 + 0 -- 64-72 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~-

Credit/NoMaximum Yes or No Enter number (usually Yes) Credit ALLOWEnrollment: 
Credit/No Yes or No 	 TOP code (click here_fo r TOP 

(usually No) code website) Credit ONLY (choose only 1) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 {If more than 1. justify with one of the following) be '----+-'B:;.;:ec=a=u=se""'the course content differs each time it is offered ... 

. .. fil1SI. the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... iM1SJ. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course prepares speakers of other languages for ENGL 101 by providing 
instructors trained in teachin ESL. The course rovides ractice in American 
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English composition with an emphasis on the multiple-paragraph essay. Grammar, 
writing mechanics, and paragraphing will also be reviewed with attention given to 
the unique needs of ESL students. Students will also be introduced to using library 
resources. Completion of ESL-098W with a grade of "C" or better meets the 
prerequisite for ENGL-101. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course addresses many of the unique needs of ESL students as it prepares 
them for the transfer-level composition course, develops expository writing, and 
introduces basic academic research fundamentals. 
Prerequisite(s): (For more information, click here) 

Prer uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 


ESL 62W (with a grade of "C" or better) or ENGL 62 (with a grade of "C" or better) or 
the a ro riate assessment test score 
Corequisite(s): 
Core uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. 	 Demonstrate the ability to write usingAmerican English writing style, including 
argumentation which is often discouraged in some cultures. 

2. 	 Evaluate and apply the use of direct and logical argumentation in American English writing 
compared to differing argumentation styles (for example, Arabic writing often values the 
artistic use of non-linear logic and opposing points simultaneously being used as support of 
an opinion.) 

3. 	 Apply writing elements and rhetorical modes in organizing multiple paragraph compositions 
totaling at least 3,000 words/12 typed pages. 

4. 	 Utilize critical thinking skills in the reading and discussion of written texts and the 
composing of essays. 

5. 	 Apply correctly the form and function of the verb tenses and modals in English that 
correspond to the various rhetorical writing modes (for example, past and past progressive 
for narratives and modals for argumentative essays). 

6. 	 Apply the rules of grammar, including article, preposition, and punctuation. 
7. 	 Revise compositions through self-evaluation and feedback from students and the instructor. 
8. 	 Evaluate and eliminate elements of first language interference in writing production. 
9. 	 Evaluate thesis statements and supporting points based on American English wrting 

standards. 
10. Create and develop supporting points for clearly stated thesis statements. 
11. Explore library and alternative research methods. 
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12. Evaluate the difference between plagarism and the correct use of sources. 
13. Demostrate the influence of audience on a composition. 

Course Content: (please number the outline of main topics and subtopics) 

Content: 
A. 	 Sociolinguistic influences on writing 

1. 	 Sociolinguistic awareness 
2. 	 Identifying elements of first language interference in the writing process. 
3. 	 American English writing values: logical development, clear and direct 

thesis statements, culturally relevant topics 

B. 	 Preparation for and execution of the writing of essays: 
1. 	 Establishing effective thesis statements, supporting points, transitions, 

introductions, and conclusions 
2. 	 Transitions to indicate main points, sequence, comparison, contrast, 

examples, place, time, repetition, summary, conclusion, and cause/effect 
3. 	 Pre-writing strategies 
4. 	 Establishing support through definition, illustration, and example 
5. 	 Organizing information by outlining 
6. 	 Writing multiple drafts 
7. 	 Adjusting writing for audience and purpose 

C. Essay structure and content development 

Thesis statement 


1. Scope of subject 
2. Main point/argument 
3. Placement 
4. Forecast of organization 


Organization/paragraph development within the essay 

1. Coherence 
2. Unity 
3. Transitional elements between paragraphs and major sections of the paper 


Body paragraphs 

1. Topic sentences 

a. 	Limited subject 
b. Attitude emotion, opinion, approach 
c. 	Placement-beginning, end, implied 

2. Support thesis statement 

Organization of essay 


1. 	Order of importance/complexity 
a. 	General/specific 
b. 	Temporal 
c. 	Spatial 

2. Coherence 
3. Unity 

D.Critical thinking skills 
i. Analyzin2 texts for the intent of the author, main points, 
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ii. Responding to an author's ideas 
iii. Logical development in compositions 

E. Rhetorical Modes which may include: 
1. Narrative 
2. Descriptive 
3. Comparison and contrast 
4. Process 
5. Detlnition 
6. Classitlcation 
7. Deimition 
8. Persuasion/ Argumentative 

F. Appropriate grammar forms taught through the rhetorical writing patterns: 
1. review of verb tenses (past perfect is optional) 
2. review of adverbial words/phrases of time 
3. review of coordinating conjunctions 
4. agreement 
5. Fragments, run-ons sentences, and comma splices 
6. punctuation 
7. modals, prepositions, and articles 

G. Editing and-Revision 
1. Editing and proofreading techniques 
2. Revising structure 
3. Revising content 
4. Revising grammar, punctuation, syntax, and diction 

H. Sentence Types and Sentence Variety 
1. Review of Simple Sentences 
2. Review of Compound Sentences 
3. Review of Complex Sentences 
4. Review of Compound/Complex Sentences 
5. Review of Sentence combining 

I. Introduction to research 
A. Library searches 
B. Internet research 
C. Evaluation of sources 
D. Paraphrasing, direct quoting, documenting 
E. Plagarism 

J. Collaborative Leaming 

K. In-class timed essays 
1. Time management for timed essays 
2. Organizing the writing process for timed essays 
3. Editin2 timed essays 
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Methods of Instruction: (please number and be reflective of a variety oflearning styles) 
Methods of instruction may Include, but are not limited to the followin2: 

1. Lecture and small group discussion to highlight the difference between standard 
American English writing style and other cultures of the world, followed by handouts 
that summarize the standard American English writing style. 

2. Review of student writing by the instructor to determine needed areas for review, 
followed by lecture, group work, editing, or activities to address the specific needs of 
students. These areas of review may include the form and function of the English 
verb tenses, modals, articles, and prepositions. 

3. Pairwork, group activities, lecture, demonstration, handouts, and discussion to explain 
the rules of grammar and their application. 

4. Required skills demonstration exercises (individually or in groups) to allow students to 
review grammar and usage rules. 

5. Individual and group work focused on reading, analyzing, and outlining various 
model essays to provide examples of writing elements and rhetorical modes. 

6. 	Collaborative learning activities to maximize background knowledge and provide a 
rich environment for students to help one another understand and internalize course 
content. 

7. Lecture and demonstration to illustrate the construction of and the revision of 
expository essays. 

8. Lecture coupled with activities to understand and apply the rules of sentence types. 
9. Guided discussion and class activities to promote the understanding and correct 

application of the concepts of expository writing, varying sentence types, and 
grammar usage. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance related to 
the course ob· ectives. Methods of evaluation ma include but are not limited to the followin : 

1. 	 Evaluation of writings and homework exercises to determine students' understanding of 
and ability to apply concepts of expository writing, grammar usage, and sentence variety. 

2. 	 Quizzes, tests, and/or skills demonstration exercises to determine student's 

understanding of and ability to apply the course content. 


3. 	 Four to six multi-paragraph expository essays (totaling 3,000 words/12 typed pages) with 
a strong thesis statement, adequate support and development, and strong body 
paragraph focus; essays should demonstrate an understanding of and ability to apply 
standard American English. 

4. 	 Evaluation of student revisions to their composition after receiving feedback. 
5. 	 Evaluation of contributions during class discussions 

Essential elements to include in the evaluation: 
1. One essay must be an argumentative essay. 
2. One essays should be written under timed conditions. 
3. At least two compositions will be written in the 3rd person, formal tone. 
4. Total word count will be a minimum of 3000 words 12 d a es not includin 
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revisions. 
5. No literary analysis may be assigned. 

Guidelines for the evaluation of written work (including in-class and out-of-class assignments): 
1. Organization 

a. The paper addresses the assigned subject; 
b.The paper has a clear plan; 
c. The paper is developed logically; 
d.The subject is adequately limited; 
e. The paper is unified around a central idea; 
f. The introduction and conclusion are effective; 
g. The essay's body paragraphs are linked with appropriate transitional devices; 
h.The body paragraphs are organized: 


1) The paragraphs contain a topic sentence; 

2) All material in the paragraphs is relevant to the topic sentence; 

3) The sentences are in logical order. 


2. Content 
a. The ideas reveal some maturity of judgement; 
b. The observations suggest the writer's critical perception and insight; 
c. The writer analyzes the subject intelligently, accurately, and thoroughly 

3. Support of Generalizations 
a. Examples, illustrations, facts, or other forms of evidence are relevant; 
b. The audience would accept the evidence used; 
c. The details appeal to the audience; 
d. Abstract words are defined or illustrated; 

4. Diction 
a. The vocabulary level is appropriate to the purpose, subject, and audience; 
b. The diction is appropriate for the purpose, subject, and audience; 
c. The words are used accurately; 
d. The language is original and vivid; 
e. The language is not too formal, stilted, elaborate, etc. for the purpose, 

subject, or audience. 

5. Style 
a. Unnecessary words have been eliminated; 
b. Sentences are effective: 
c. Sentences vary in length and type; 
d. Short, simple sentences are used appropriately; 
e. Passive voice is used only where it is effective; 
f. Subordination is used to signal intended relationships; 
g. The tone is appropriate to the purpose, subject, and audience. 

6. Mechanics 
a. The paper is completely free of gross spelling errors and generally free of 

others; 
b. The punctuation gives the appropriate syntactic signals; 
c. The writer capitalizes correctly; 
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d. 	 The writer handles titles, syllabificationt numbers, and abbreviations acceptably; 
e.The paper is generally free of major sentence faults, including unintentional fragments, 
run-on sentences, and comma splices. 
f. 	 The student follows acceptable usage standards in matters of agreement: 


1) The paper generally free of subject-verb agreement errors; 

2) The paper is generally free of pronoun-antecedent agreement errors; 


g. The paper is free of serious errors of case; 
h. The paper is free of dangling modifiers and other ambiguities. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. Reading and 
writin2. as well as out of class assi2nments are required. These assi2nments may include but are not limited to the followin2: 

1. 	 After comparing/contrasting the worldviews described in the reading referred to as 
"The Melting Pot" and the "Salad Bowl", write an argumentative paragraph about 
which is the better worldview and why. Include a clear topic sentence, supporting 
information, and examples. 

2. 	 Essay Topic: Write an argumentative essay that provides a solution for the increasing 
problem in America of childhood obesity. 

3. 	 Essay topic: Compare and/or contrast learning a new culture from an immigrant's viewpoint 
and learning an environment from an infant's viewpoint. Present several points of 
comparison or contrast by arranging the information in either block-to-block or point-by 
point organization and indicate to the reader the importance of the similarities or differences 
which you discuss. 

4. 	 Essay topic: Define a social problem. This extended definition should explain an entire 
phenomenon, such as homelessness or teenage graffiti. In your development, you may want 
to give a simple or intensive definition, but you will need to include a discussion of the 
essential nature of the idea (what it is) and the limits around an idea (what it is not). Writers 
use extended definition to indicate what a word or an idea represents, to make a specific point 
about it, or to make a point in an unusual way. 

5. 	 Essay topic: Define a type of music. This extended definition should explain a word or an 
idea or an entire phenomenon. In your development, you may want to give a simple or 
intensive definition, but you will need to include a discussion of the essential nature of the 
idea (what it is) and the limits around an idea (what it is not). Writers use extended 
definition to indicate what a word or an idea represents, to make a specific point about it, or 
to make a point in an unusual way. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Anker, Susan Real Writin s with Readin s 
Author Title 

I Bedford/St. Martin's I031244883X I 2006 Fourth Edition 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 
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Su lemental 1 : 
Diana Hacker ESL Version A Writer's Reference 6 Ed. 
Author Title 

IBedford/St. Martin's I0312411686 I 2007 
Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

6/10 TOP Code changed to 4930.84, effective SU10 (previously 4930.80) 
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Submitted by: ~'K_._D_IM_E_M_M_O_/_D_.H_U_N_T_______~I Date: j 10/19/09 

Subject Course 


(select from this 
Ii NumbErr 


BUSINESS 


Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 

disabilities, d) 100 or higher: Transfer credit (please click here for the transfer foml). 


~BAD_M__j SEMA 100 Our Sustainable Future 

I 1 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (fomlerly 
{Subj}{Course Number}) i.e. Technology in the Classroom !formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture 
Units/Hours 

Lab 
Units/Hours 

Lecture Units 

3 + 
Lab Units 

0 --
Total Units 

3 
1 unit-16-18 1 unit - 48-54 
2 units  32-36 2 units  96-108 Lecture Hours Lab Hours Total Hours 
3 units  48-54 
4 units  64-72 

3 unlts-144-162 
4 units -192-216 48-54 + 0 -- 48-54 

5 units  80-90 5 units  240-270 

AA/AS Degree General Ed Breadth Area(s): 82 
'----------'---------'--------~ Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~

Pass/No Pass YES 

0506.00 

Yes or NoMaximum 	 ~0 Enter number (usually Yes) 

Pass/No Pass NO Yes or No TOP code 
EnroIImen:t 	 ALLOW 

(click here for TOP 
code website) ONLY (usually No) 	 (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~Can 
1 (If more than 1. justify with one of the following) be '-----+--"B~ec"'"'a'"'u~s~ethe course content differs each time it is offered ... 

... !1!JJ1 the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... S!llil. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-<Jegree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Description: {Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. This course will increase student awareness of the 
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ecosystem, human society, and the economy. Discussions will include innovative 
uses of renewable resources, production processes, human capital, alternative 
forms of energy, transportation, building materials, food production, media, 
education urban lannin new wa s to build coalitions and foster communi trust. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more infonnation on demonstrating need, click here) 

This course will count towards the requirements of the SEMA employment 
concentration and Solar Wind and Manufacturing Energy Employment 
Concentrations, will be degree applicable and will be CSU transferable. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Fonns E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Core uisites o throu ha se arate a roval recess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval recess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. Demonstrate the historical, scientific, philosophical and institutional origins of the 
current sustainability movement. 
2. Define sustainability and evaluate the sustainability of particular systems and 
practices in contrast to others. 
3. Explain the interdependent relationship between the economy, society and the 
ecosphere using a systems theory approach. 
4. Discuss the current problems that plague the ecosphere, human societies and 
modern industrial capitalism and discuss theories and possible remedies necessary 
to reverse these trends. 
5. Demonstrate the mechanics of alternative energy, transportation, building 
materials, food production, community planning, and innovations of other industries 
and organizations that will provide new forms of employment and new forms of 
living. 
6. Analyze the political and cultural challenges of sustainability implementation. 
7. Develop ideas to create common ground and promote the principles of 
sustainability to diverse groups of people. 
8. Demonstrate the skills of civic participation and the importance of implementing 
them. 
9. Access and evaluate sources of information on sustainability issues. 
Course Content: (please number the outline of main topics and subtopics) 

Unit 1 Introduction to Sustainability 
What is Sustainabili ? 
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a. Definitions of sustainability 
b. Elements of sustainability (Environmental, Social, Economic) 
c. Historical origins of sustainability movement 
d. Philosophy of sustainability movement 

Unit 2 Why is Sustainability Necessary? 
Historical Background 

a. Socio-Cultural Development 
b. The Industrial Revolution 
c. Philosophical Views of Nature 

Unit 3 Global Sustainability Conditions 
Current Conditions 

a. Socio-Cultural - Growing Global Inequality 
b. Economic - Shareholder vs. Stakeholder Interests 
c. Ecosphere - The Early Warnings: There are Limits 

Unit 4 Environmental Science Today 
a. Resource Depletion 
b. Pollution -Air, land, water 
c. Loss of Biodiversity - species extinction 
d. Global Warming 
e. Ecological Footprint 

Unit 5 Who Will Lead? 
The Scientific Community/Third-World Farmers and Workers/ Global Corporations 
Detail and give a case study 

a. The Triple Bottom Line 
b. Cradle-to-Cradle manufacturing 
c. Eco-Efficiency 
d. Biomimicry 
e. Economic and environmental analysis 
f. Overcoming Barriers 
g. Governmental Regulations 
h. Case studies 

Unit 6 Who Will Lead?
Educational Institutions/States, Cities and Individual Citizens 

a. Talloires Declaration 
b. Economic and Environmental Analysis 
c. Overcoming Barriers 
d. Governmental Regulations 
e. AASHE 
f. K-12 
g. Case Studies 

Unit 7 Implementation: Energy Sources 
a. Fossil Fuels 
b. Solar Ener 
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c. Wind Energy 
d. Hydropower 
e. Bio-fuels 
f. Hydrogen Fuel Cells 
g. Human Power 

Unit 8 - Energy Efficiency 
a. Conservation Strategies 
b. Construction methods 
c. Recycling 
d. Savings calculations 

Unit 9 - Manufacturing in the energy industry 
a. Solar PV panel production 
b. Wind Turbine production 
c. Bio-fuel production 
d. Green manufacturing 

Unit 10- Renewable Energy Industry 
a. Career Opportunities 
b. Public perception and policies 

A. Lecture and discussion to explain historical, scientific, philosophical and 
institutional origins of the current sustainable movement. 
B. Guest speakers (Faculty, Community Members) to provide insight as to the 
current sustainable practices within the community at different levels. 
C. Readings in the field of study (trade books, journal articles, 
institutional/organizational pledges, proclamations, treaties, laws) to assist students 
in understanding the current status of the sustainable movement on a domestic and 
global level. 
D. Class activities ( small group interaction, group service-learning , individual and 
learning team evaluations, guided discussion, student presentations) to assist 
students in understanding concepts of sustainability. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. rvlethods of evaluation may include but are not limited to the followinQ: 

1. Quizzes and tests to determine student's understanding of and ability to apply 
concepts of sustainability. 
2. Writing Assignments that are comprehensive that establish a strong 
understanding of sustainable practices within global and domestic environments. 
3. Group Project/Presentation that encourages students to work together to identify 
sustainable practices within the global and/or domestic business environment. This 
presentation helps student recognize the successful sustainable practices that will 
affect the future. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	 Written analysis of current local and personal sustainable issues that are 
r ularl ·ournaled. 
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2. 	 Informal evaluations of student discussions of current sustainability 
business news. 

3. Group projects and presentations on sustainability issues. 
4. 	 Midterm/Final Exam in multiple choice and essay format that will assess 

students comprehension of important sustainability concepts and theories. 

Textbook ( S): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Edward, Andres R. The Sustainability Revolution: Portrait of 

a Paradi m Shift. 
Author 

I New Society Publishers 
Title 

I2005 
Publisher 

Required (2): 
ISBN Publication Date 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

The Citizen-Powered Ener Handbook 
Title 

I Chelsea Green Publishers I9781933392127 12001 

ISBN 	 Publication Date 

1 

Publisher 	 ISBN Publication Date 

Su lemental 2 : 
Komor, Paul 	 Renewable Ener 
Author 	 Title 

Diebold Institute for Public Policy 0-595-31218-7 2004 
Studies 
Publisher ISBN Publication Date 

Su lemental 3 : 
Boyle, Godfrey, Everett, Bob and Energy Systems and Sustainability: 
Rama e, Janet Power for a Sustainable Future 
Author Title 

I Oxford Press Io-19-92a119-2 I 2004 
Publisher ISBN Publication Date 

NEW JAN 10 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, CA 92583 

David R. Hunt, Associate / 
Author: I. Faculty Date: 19-10-06 

Discipline(s): I 1. / 2. Ia. 
1. Course Title: ITotal Quality Management 
If this course is having a subject or number change, the course author must include after the Course Title 
(formerly {SubjHCourse Number} ie. Technolo in the Classroom former! COE 160 
2. Course Number: ENGR 107 

~~~~~~~~~~~~~~~~~~~~~~~~ 

3. Miscellaneous: 
3a. Units/Hours 

Lecture 
Units/Hours 
1 unit-16-18 
2units - 32-36 
3units - 48-54 
4 units - 64-72 
5 units - 80-90 

Lecture
Units/Hours Total Units Units Lab Units1 unit-48-54 


2units - 96-108 3 3 0
-- +3 units -144-162 
4 units -192-216 Lecture 
5 units - 240-270 Total Hours Hours Lab Hours 

48-54 48-54 0-- + 
3b. Credit Type 

De t: 
r--~~~~~~~~~~~~~ 

Pro ram: Manufacturin 

x Degree Credit 
(70 & higher) 

Non-Degree 
Credit (69 & lower) 

3c. AA/AS Degree PatternLJ General Ed Breadth 

I ~rea(s) I 

3d. Maximum Enrollment: 30 Enter number 

3e. Credit/No Credit ONLY No Yes or No (usually No) 

3f. Credit/No Credit ALLOW Yes Yes or No (usually Yes) 

3g. Can be taken 111 time(s) for credit(maximum4): 
~ (If more than 1, justify with one of the following)D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 095680 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
This course is designed to give the student an understanding of the total quality 
approach to quality management. The total quality philosophy is an approach to 
doing business that incorporates continuous improvement techniques and 
em lo ee trainin to increase overall erformance and com etitiveness. 
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To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within it won't give an accurate count. 
5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
qrav box below). 
This course is designed to present the concept of total quality control through the 
study of techniques presently used by industry. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If vou select the entire box that the words are within it won't Qive an accurate count. 
6. Need/Justification (in gray box below) 

This advisory committee approved course will provide students with a pathway to 
a certification in Manufacturing Quality Assurance that will enable both entering 
and incumbent workers to become more flexible and knowledgeable employees. 
7a. Prerequisite(s) (in gray box below): 
Prereauisites go through a separate approval process. See Forms E1-E4 for details. 
None. 
7b. Corequisite(s) (in gray box below): 
Corequisites go through a separate approval process. See Forms E1-E4 for details. 
None. 
7c. Recommended Preparation (in gray box below): 
Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 
details. 
None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the following: 

1. Compare and contrast the key elements of total quality. 
2. Explain the rationale for the total quality approach to doing business. 
3. Identification and assessment of the steps in the strategic planning 

processing. 
4. Examine and describe the relationship between quality and 

competitiveness. 
5. Compare and contrast leadership and management. 
6. Formulate procedures to promote diversity in teams. 
7. Explain the total quality philosophy of training distinguish how it differs 

from education. 
8. Compare and contrast the tools used in the total quality setting. 
9. Define decision making and examine problem solving as it relates to total 

quality. 
10. List and explain the requirements for total quality implementation. 

9. Course Content: (outline of main topics and subtopics in gray box below) 

1. The Total Quality Approach to Quality Management 
• Views and definitions of quality 
• Key elements of quality 
• Total quality pioneers 

• The success and future of quality management 
2. Strategic Management: Planning and Execution 

• Definitions and components of strategic management 
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• Strategic planning 
• SWOT analysis 
• Developing the vision, mission and guiding principles 
• Developing broad strategic objectives and specific tactics 
• Executing the strategic plan 

3. Quality Management and Ethics 
• Ethics, trust, values, integrity and responsibility in total quality 
• Manager,s role in ethics 
• Organization's role in ethics 
• Handling ethical dilemmas 
• Ethics training and codes of business conduct 

4. Customer Satisfaction and Retention 
• Understanding customer-defined quality 
• Identifying internal and external customer needs 
• Customer-defined value analysis 
• Customer retention and customer focus 
• Value perception and customer loyalty 

5. Leadership and Change 
• Leadership definition and styles 
• Leadership, motivation and inspiration 
• Leadership versus management 
• Ethics and Change 

6. Team Building and Teamwork 
• Building teams and making them work 
• Character traits and teamwork 
• Coaching teams 
• Handling conflict in teams 
• Inhibitors and rewards of teamwork 

7. Overview of Total Quality Tools 
• Pareto charts 
• Cause-and-effect diagrams 
• Check sheets 
• Histograms 
• Scatter diagrams 
• Run charts and control charts 
• Stratification 

8. Problem Solving and Decision Making 
• Solving and preventing problems 
• The decision making process 
• Objective versus subjective decision making 
• Scientific decision making and problem solving 
• Employee involvement 
• Management information systems 

9. Continual Improvement 
• Rationale for continual improvement 
• Management's role in continual improvement 



p. 4 of 5 Integrated Course Outline of Record Form B 

• Essential activities and structure 
• The scientific approach 
• Identifying needs and developing plans 
• Improvement strategies 

10. Benchmarking and Just-In-Time Manufacturing 
• Definitions, rationales and approaches 
• Benefits and requirements 
• Obstacles and resources 
• Role of management 
• Selection of processes 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction ma include, but are not limited to the followin : 

1. Lecture presentation and discussion with supporting visual materials 
introducing total quality management for production, processing and 
services. 

2. Group projects and presentations such as an analysis of the cause of a 
production problem, possible courses of action, recommendations for the 
preferred course of action, and probable short and long-term outcomes. 

3. Technical writing paper (APA format) of appropriate manufacturing topic 
and presentation of material. An appropriate topic might be "The Total 
Quality Approach to Quality Management" including views and definitions of 
quality, key elements of quality, total quality pioneers, and the success and 
future of quality management. 

4. Problem solving team projects. Such problem solving team projects might 
include comparing and contrasting the tools used in the total quality 
setting; identifying and assessing the steps in the strategic planning 
process; or, the examination and explanation of the rationale for the total 

ualit a roach to doin business. 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the followin : 

1. Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and simulated quality assurance. 

2. Students will be evaluated on their written assessment of the benefits of 
total quality management implementation into the manufacturing 
environment and presentation to the class of this information (informational 
topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts 
including teamwork, communication, leadership, types of tools, etc. 

4. A mid-term and final examination will be given which show student 
understanding of terminology, knowledge of subject matter, and ability to 
contrast and evaluate why implementing total quality systems can improve 
the roductivi and com etitiveness of an or anization etc. 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assi nments ma include but are not limited to the followin : 
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comparing and contrasting the use of total quality tools and techniques to 
increase productivity in the manufacturing workplace. Use APA format to 
keyboard this 5-10 page report. Create a PowerPoint presentation of the 
data for your class presentation. 

2. In written format, students will describe the rationale for using total quality 
strategies to increase productivity and identify the resources needed for 
implementation. 

3. Group presentations of problem solving exercises will be made regarding 
Qualitv assurance acclications in the manufacturina environment. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) ReQuired: 
Goetsch. David L. & Davis. Stanley B. 
{Author) 

Quality Management- Introduction to Total Quality Management for Production, 
Processing, and Services (5th edition) 
(Title) 

Prentice Hall 0-13-118929-8 2006 or most current 
<Publisher) ISBN (Publication Date) 

(2) ReQuired: 

{Author) 

(Title) 

(Publisher) ISBN (Publication Date) 

(1) Supplemental: 

(Author) 

(Title) 

(Publisher) ISBN (Publication Date) 

Other Reference Materials/Supplies 

ENGR 107 new DEC 06 
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Submitted by: ~D_a_v_i_d_R_._H_u_n_t_-_A_s_s_oc_i_a_te_Fa_c_u_l~ty----~ Date: \ 10/20/09 
Subject Course

Discigline Degartment (select from this 
1c.1-. fr""' th 1~ U~ l l«>IArf from thi!! list \ h~tl Number Title 

Machine Tool Engineering ENGR , 114 Machine Tool Technology 
Technology -

~ 
History  M HIST HIST 151 History and Appreciation of Dance 
Dance- M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit (please click~ for the transfer fonn). 

Title: If this course is having a subject or number change. the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 2 1 3+ -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units- 64-72 4 units -192-216 32-36 + 48-54 -- 80-90 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~-

Pass/No Pass Yes 

095680 

Yes or No Maximum ~30 Enter number (usually Yes) EnroIImen:t ALLOW 

Pass/No Pass No Yes or No TOP code 
 (click here for TOP 

code website)ONLY (usually No) (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found here). Can 
1 (If more than 1. justify with one of the following) be Because the course content differs each time it Is offered ... 

~--+---~ 

.. . ~the student who repeats it is gaining an expanded educational experience because ski/ls and proficiencies are 
,_____, enhanced by supervised repetition and practice within class periods 

~the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments Is the basic means by which learning objectives are 

....____. obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree. certificate. or employment concentration applicability. 
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Please onl describe the course . 75 words or less in ra box below . 

This course gives students an understanding of the fundamentals and uses of 
machine tool technology in the manufacturing and environmental industries. 
Lecture/theory instruction will be followed by demonstrations and hands-on use of 
man of the machine tools current! used in indus 

To count words. select only the words within the catalog description. then go to Tools. and to Word Count. Careful! If you 
select the entire box that the words are within. it won't give an accurate count. 

SchedUle Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course gives students an understanding of the fundamentals and use of 
machine tool technolo in the manufacturin and environmental industries. 
To count words, select only the words within the catalog description. then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course will provide students with a pathway for earning a certificate in five 
different areas of manufacturing and solar/wind energy that will enable both entering 
and incumbent workers to become more flexible and knowledgeable employees. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification. contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 

recess. See Forms E1-E4 for details. 

roval recess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

INone. 

Cor uisites o throu ha se arate a roval 

None. 

Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the following: 

1. Compare and contrast the key elements of machine tools. 
2. Explain the rationale for the use of a specific machine tool. 
3. Examine and describe the relationship of different machining processes. 
4. Compare and contrast conventional and non-conventional machining. 
5. Formulate procedures for manufacturing efficiency. 
6. Explain the process for determining machining steps. 
7. Compare and contrast the tools used in different industries. 
8. Identify and assess the steps in the selection of a machine tool. 
9. List and explain the requirements for machine tool selection. 
1O. Define decision-making and examine problem solving as it relates to 

machine tool technoloav. 
Course Content: (please number the outline of main topics and subtopics) 

1. Introduction 
o Introducing machine tools 
o Careers in manufacturing and environmental technology 
o Personal safety 
o Work piece holding 
o Lubricants and cutting fluids 

2. Materials 
o Iron and steel 
o Nonferrous metals and alloys 
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o Designation and identification 
3. Measurementand layout 

o Linear measurement 
o Layout tools and techniques 
o Calipers, micrometers and verniers 

4. Threads and thread cutting 
o Screw threads 
o External threading 
o Internal threading 

5. Abrasives and grinding 
o Sanding and grinding machines 
o Surface grinders 
o Tool grinders 
o Cylindrical grinders 

6. Power saws 
o Stock cutoff machines 
o Band sawing 

7. Drilling machines 
o Machine types 
o Drill bits, sleeves, sockets and chucks 
o Drilling operations 

8. Turning machines 
o Machine types 
o Cutting tools 
o Internal operations 
o External operations 

9. Milling machines 
o Machine types 
o Cutting tools 
o Squaring, pockets, grooves and keyways 
o Drilling, boring and dividing 

10. Modern machining processes 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include. but are not limited to the following: 

1. Lecture presentation and discussion with supporting visual materials introducing 
machine tool technology for production, processing, installation and services. 
2. Group projects and presentations such as an analysis of a cause of a production 
problem, possible courses of action, recommendations for the preferred course of 
action, and probable short and long-term outcomes. 
3. Problem solving team projects. Projects might include comparing and contrasting 
the tools used in the industrial setting; identifying and assessing the steps in the 
manufacturing process; or the examination and explanation of the rationale for the 
selection of a specific machine tool. 
4. Demonstration of the correct set-up and safe operation of different machine tools. 
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Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

1. Students will be evaluated on their successful participation in topical discussions, 
problem solving activities and machine tool operation. 
2. Students will be evaluated on their written assessment of the benefits of efficient 
machine tool selection into the manufacturing environment and presentation to the 
class of this information (informational topics will vary). 
3. Quizzes - periodic short objective tests of course related concepts including 
materials, speeds and feeds, measurement, types of machine tools, etc. 
4. A mid-term and final examination will be given to show student understanding of 
terminology, knowledge of subject matter, and ability to contrast and evaluate why 
efficient machine tool selection can improve the productivity and competitiveness of 
an organization, etc. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. Project-based learning - Students will produce an analysis of production problem 
within the laboratory environment using a variety of machine tool applications used 
specifically to solve the potential problems. This project will be graded on a 
point/tolerance scale. 
2. Problem-based learning - Group presentations of problem solving exercises will 
be made regarding machine tool applications in the manufacturing and 
environmental environments. A typical scenario might be: 'A worker has turned a 
shaft requiring tolerances of plus or minus .003". Upon measuring, you find that one 
end of the shaft is a larger diameter than the other end. What might be the reason for 
this discrepancy and how would you remedy the situation?' ~-
3. Research project based on internet and printed sources - A technical writing 
paper (APA format) ofappropriate machine tool topic and presentation of material. 
An appropriate topic might be: 'The correct machine tool choice for production 
efficiency' including definitions of machining, key elements of machine tool 
selection and the success and efficienc of manufacturin methods. 

& White Machine Tool Practices 
Author Title 

I Prentice Hall I 978-0-13-501508-7 I 2010 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Su lemental 1 
Krar Gill, Smid Technolo of Machine Tools 
Author Title 

IMcGraw-Hill I0011232259 \ 2001 
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Publisher ISBN Publication Date 

Su lemental 2 : 
0. D. Lascoe Machine Sho erations and Setu s 
Author 

IAmerican Technical Publishers 
Title 

Io-a2a9-1a42-s I1994 
Publisher 

Supplemental (3): 
ISBN Publication Date 

Author Title 

Publisher ISBN Publication Date 

Rev JAN 09 
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Submitted by: .__D_a_v_id_R_._H_u_nt_-_A_ss_oc_ia_t_e_F_a_c_ul_..tyL--_______.I Date: I 10/20/09 
Subject Course 

cseiec;t,om this Number 

Environmental Engineering ENGR 116 Energy Efficiency and 
Technology Construction Methods 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{ Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Y2 
Units/Hours Units/Hours 3 0 3+ 	 -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 unlts-64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~. 

Pass/No Pass Maximum Yes 

0946.10 

Yes or No Enter number (usually Yes) Enrollment: ALLOW 
Pass/No Pass Yes or No 	 TOP code (click here for TOP 

(usually No) code website) ONLY (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found M@).Can 
1 (If more than 1. justify with one of the following) be Because the course content differs each time It is offered ... 

~--+-----, 

.. . ~the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1-----1 	enhanced by supervised repetition and practice within class periods 

... fill.SJ. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments is the basic means by which /earning objectives are 
obtained. 

taken 

~--~

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
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Please only describe the course). (75 words or less in qray box below). 

This course provides an overview of the green construction movement and the basic 
factors involved with designing a new ecological home. Topics include green 
construction methods and sustainable systems. 

To count words. select only the words within the catalog descnption. then go to Tools. and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

This course provides an overview of the green construction movement and the basic 
factors involved with designing a new ecological home. Topics include green 
construction methods and sustainable systems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count Careful! If you select the entire 
box that the words are within. it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The 'green construction' field is a large and fast growing segment of the U.S. 
economy and southern California is one of the main centers of research, 
development and production. MSJC must meet the needs of its student population by 
providing certificate programs in this emerging field to expand employment and 
educational opportunities. The proposed certificate areas are: Solar Photovoltaic 
Technology, Solar Thermal Technology, Small Wind Energy Technology, Green 
Collar Manufacturing and Manufacturing Quality Assurance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prere uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu h a se arate a 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the following: 

1. Explain the basic design principles and technologies of sustainable systems. 
2. Describe the benefits and limitations of sustainable shelter. 
3. Compare and contrast renewable energy and non-renewable energy. 
4. Investigate the potentials of green building technologies to help solve 

environmental and economic problems. 
5. Examine and describe how the manufacturing industry is involved in the green 

construction industry. 
6. Explain the concept of energy efficiency. 
7. Investigate and report on the potential energy savings through energy 

efficiency and conservation methods. 
8. Discuss concepts and issues related to the sustainable shelter movement 

Course Content: (please number the outline of main topics and subtopics) 

1. Introduction 
o Sustainable shelter 
o Environmental, political and economic issues 
o M.S.J.C. Solar, Wind and Manufacturing certificate programs 
o Green building 
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o 	 Site selection 

2. Green Construction 
o 	 Building materials 
o 	 Energy efficiency 
o 	 Natural Building 
o 	 Earth-sheltered architecture 

3. Sustainable Systems 
o 	 Passive solar heating 
o 	 Passive cooling 
o 	 Green power 
o 	 Water and waste 
o 	 Landscaping 

4. Green Construction Industry 
o 	 Career opportunities 
o 	 Economic and environmental analysis 
o 	 Overcoming barriers to implementation 
o 	 Government regulations 
o Public perception and policies 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. 	Lecture presentation and discussion with supporting visual materials 

introducing green construction technologies. 


2. 	Group projects and presentations such as an analysis of a site selection 
problem, possible courses of action to remedy the problem, recommendations 
for the preferred course of action, and probable short and long-term 
outcomes. 

3. 	 Problem solving team projects that might include comparing and contrasting 
energy sources for efficiency and cost to meet a specified set of parameters. 

4. Demonstrations of how sustainable shelter systems operate. 
5. 	Guest speakers from industry to offer insights into employment opportunities 

and career pathways. 
6. To ical rou discussions of indus trends and directions. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

1. Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and ability to explain green 
construction concepts. 

2. Students will be evaluated on their written assessment of the benefits of an 
efficient alternative energy choice and their presentation of information to the 
class (topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts. 
4. A mid-term and final examination will be given to show student understanding 

of terminology, knowledge of subject matter, and ability to contrast and 
evaluate the importance of the proper site selection , construction methods 
and conservation choices, etc. 
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Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	Problem-based learning and team building - Students will work within a group 
setting to problem solve regarding energy source selection and application 
efficiency. 

2. 	 Research project based on internet and printed sources - Students will be 
required to write a research based technical paper using APA format of 
appropriate green construction topics and will present their findings to the 
class. 

3. 	 Quizzes and Examinations will be given to test student knowledge on the 
a ro riate ener source selection and a lication efficienc . 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Daniel Chiras 	 The New Ecolo ical Home 
Author 	 Title 

IChelsea Green Publishers I91819314981ae / 2004 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

NEW JAN09 
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Submitted by: ~D_a_v_id_R_._H_u_nt_-_A_ss_o_c_ia_t_e_F_a_c_ul~ty~---~' Date: I10/20/09 
Subject Course

Discigline Degartment I select from this 
rs .. ~ from 1his list\ 1-w-i from this li!i! \ list\ Numb~r Ii.ti~ 

Environmental Engineering ENGR 117 Solar Photovoltaic 
Technology Installation 

I I 

I 1 

History  M HIST HIST 151 History and Apprec1at1on of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities. d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class . 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units-64-72 4 units -192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern . please select one or more areas from~-

Pass/No Pass Yes 

0946.10 

Yes or No Maximum ~30 Enter number 
(usually Yes) EnroIImen:t ALLOW 

Pass/No Pass No Yes or No TOP code (click here for TOP 
code website) ONLY (usually No) (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).
1 (If more than 1, justify with one of the following ) be Because the course content differs each time it Is offered ... 

~---+---~ 

... Ml.fl the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... Ml.fl the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments Is the basic means by which learning objectives are 

......____, obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course). (75 words or less in gray box below). 

This course provides students with a comprehensive guide to the design, installation 
and evaluation of residential and commercial solar photovoltaic systems. The course 
will cover the principles of photovoltaics and how to effectively incorporate PV 
systems into a stand-alone or interconnected electrical system. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course provides students with a comprehensive guide to the design, installation 
and evaluation of residential and commercial solar hotovoltaic s stems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The 'clean energy' field is a large and fast growing segment of the U.S. economy and 
southern California is one of the main centers of research, development and 
production. MSJC must meet the needs of its student population by providing 
certificate programsin this emerging field to expand employment and educational 
opportunities. The proposed certificate areas are: Solar Photovoltaic Technology, 
Solar Thermal Technology, Small Wind Energy Technology, Green Collar 
Manufacturin and Manufacturin Quall Assurance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

SEMA - 100 with a rade of C or better and ENGR -114 with a rade of C or better • 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the following: 

1. 	 Compare the advantages and disadvantages of installing a solar PV system. 
2. 	 Differentiate between solar irradiance and solar irradiation. 
3. 	 Identify factors to be considered when preparing a proposal, including cost 

estimates, size, performance and value of a PV system. 
4. 	 Describe various energy sources that can be interfaced with PV systems. 
5. 	 Determine the electrical output of similar and dissimilar PV devices 

connected in series and in parallel. 
6. 	 Differentiate between the basic types and classifications of batteries. 
7. 	 Identify the principal functions and features of charge controllers. 
8. 	 Explain the basic types of inverters used in PV systems. 
9. 	 Describe the primary factors that affect system sizing. 
10. 	 Compare and contrast the various types of attachment methods. 
11. 	Calculate the voltage and current limits for various circuits of a PV system. 

Course Content: (please number the outline of main topics and subtopics) 

1. Introduction 
o Overview of photovoltaics 
o Photovoltaic applications 
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a Solar energy 

2. 	 Solar Radiation 
a The sun 
a Sun-Earth relationships 
a Array orientation 

3. Site Surveys 
a Preliminary assessment 
o Preparing proposals 

a Installation planning 


4. 	 System Components and Configurations 
a Components 
a Electricity sources 
a Configurations 

5. 	 Cells, Modules and arrays 
a PV cells 
a Current-Voltage curve 
o Device response 

6. 	 Batteries 
a Battery principles 
a Battery Types 
a Battery systems 

7. 	 Charge Controllers 

a Features 

o Types 
o Setpoints 

a Applications 


8. 	 Inverters 
a ACpower 
o Inverters 
a Power conditioning units 

9. System Sizing 
o Methodologies 
o Calculations 

1O. Mechanical and Electrical Integration 
a Mechanical considerations 
o Mounting configurations 
a Conductors and wiring methods 
a Overcurrent protection 
o Disconnects 
o Grounding 
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o 	 Storage 

11. Utility Interconnection 
o 	 Permitting and Inspection 
o 	 Commissioning 
o 	 Maintenance 
o 	 Monitoring 
o Troubleshooting 
o Economic analysis 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. 	Lecture presentation and discussion with supporting visual materials 

introducing solar photovoltaic technologies. 


2. 	 Group projects and presentations such as an analysis of a solar PV installation 
problem, possible courses of action to remedy the problem, recommendations 
for the preferred course of action, and probable short and long-term 
outcomes. 

3. 	 Problem solving team projects that might include comparing and contrasting 
mounting orientation for efficiency and cost to meet a specified set of 
parameters. 

4. 	 Demonstrations of how solar PV systems operate. 
5. 	Guest speakers from industry to offer insights into employment opportunities 

and career pathways. 
6. To ical rou discussions of indus trends and directions. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

1. Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and ability to explain solar photovoltaic 
concepts. 

2. Students will be evaluated on their written assessment of the benefits of 
installing a solar PV system and their presentation of information to the class 
(topics will vary). 

3. 	 Quizzes - periodic short objective tests of course related concepts. A typical 
content question might be 'Why is it important to consider regional climate 
when making a decision regarding mechanical integration?' 

4. A mid-term and final examination will be given to show student understanding 
of terminology, knowledge of subject matter, and ability to contrast and 
evaluate the importance of the proper selection of proper installation of PV 
systems, etc. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readinq and writinq, as well as out of class assiqnments are required. These assiqnments may include but are not limited to the followinq: 

1. Problem-based learning and team building - Students will work within a group 
setting to problem solve issues regarding solar PV installation. 

2. 	 Research project based on internet and printed sources - Students will be 
required to write a research based technical paper using APA format of 
appropriate solar PV installation topic and presentation of material to the 
class. 

3. Quizzes and Examinations will be given to test student knowledge of probable 
based scenarios that demonstrate solar PV installation. 
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Photovoltaic S stems 
Author Title 

I American Technical Publishers I978-0-8269-12a1-9 I 2001 
Publisher ISBN Publication Date 

Required (2): 

I 
Author Title 

Publisher ISBN Publication Date 

Required (3): 

I 
Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 
I 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

I 
Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

I 
Author Title 

Publisher ISBN Publication Date 

NewJAN09 
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Submitted b : IB:. DIMEMMOlQ~~-N_T______...=-.-, Date: [}0/19/09 
Subje9t Course

DisciRline DeQartment rsetect 1rom 1his ,_,_ ;.._ '"''' ,•..,_,,_tho• f"'t\ hll Number. 	 Jitie 
BUSINESS BADM-

I 
1 SEMA 

I 
100 Our Sustainable Future 

I 

I 

History  M 
Dance  M 

-
HIST 

DAN 

-- 
HIST 

DAN 

I 
151 

100 

I 
History and Appreciation of Dance 

History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

!!11.!: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technoloay In the Classroom (formerly COE 16Q>. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units
LG1Yr! Y.12 
UnitflHoyrs Units/Hours 	 L ______ _,3C:- 3" I + [=~ 0 ._ _J = I 
1 unlt-16-18 1 unit - 48-54 
2 units- 32-36 2 unlts-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units - 1~162 
4 units - 64-72 4 units - 192-216 _ 48-_ 54__~ 	 I = [ 48-545 units - 80-90 5 units - 240-270 

0 .J 
AA/AS Degree General Ed Breadth Area(s): [ 8_ _ _=r·.___ ______._..__ 2_ .._---_ ..... _...J.-__ 

Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~ 

Pass/No PassMaximum 	 ~ Enter number40
EnroIImen·t: 	 ALLOW 
Pass/No Pass NO I Yes or No TOP code 
ONLY .._ ._j (usually No) (choose only 1) 

Yes or NoYES (usually Yes) 

0506.00 I fclickhereforTOP ______,, Code websjte) 

Can 	 me(s) for Credit (max 4) (More detailed information on course repeatability can be found~
more than 1, justify with one of the following}be 	

Fl
.&!cause the course content differs each time It is offered •.... !IJJ!1. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... !IJJ!1. the student who repeats it is gaining an expanded educational experience because active partJclpatory 
expfJl'fenca In Individual study or group assignments Is the basic means by which teaming objectives are 

.___J obtained. 

taken 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degfee applicable credit course which is not pan of an approved educationB/ program. 

Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please only desaibe the P.Q!:!l"Se). (75 words or l~s,.Jn gray box below). ·- . . 

This course introduces the principles of Sustainability within global and domesticI 
business environments. This course will increase student awareness of the , 

REV7/09 
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ecosystem, human society, and the economy. Discussions will include innovative 
uses of renewable resources, production processes, human capital, alternative 
forms of energy, transportation, building materials, food production, media, 
education, urban lannin , new wa s to build coalitions and foster communi trust. 

To count words. select only the words within the catalog description, then go to Tools. and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. 
To count words. select only the words within the catalog description, then go to Tools. and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course will count towards the requirements of the SEMA employment 
concentration and Solar Wind and Manufacturing Energy Employment 
Concentrations, will be de ree a licable and will be CSU transferable. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification. contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a roval recess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the following: 

1. Demonstrate the historical, scientific, philosophical and institutional origins of the 
current sustainability movement. 
2. Define sustainability and evaluate the sustainability of particular systems and 
practices in contrast to others. 
3. Explain the interdependent relationship between the economy, society and the 
ecosphere using a systems theory approach. 
4. Discuss the current problems that plague the ecosphere, human societies and 
modern industrial capitalism and discuss theories and possible remedies necessary 
to reverse these trends. 
5. Demonstrate the mechanics of alternative energy, transportation, building 
materials, food production, community planning, and innovations of other industries 
and organizations that will provide new forms of employment and new forms of 
living. 
6. Analyze the political and cultural challenges of sustainability implementation. 
7. Develop ideas to create common ground and promote the principles of 
sustainability to diverse groups of people. 
8. Demonstrate the skills of civic participation and the importance of implementing 
them. 
9. Access and evaluate sources of information on sustainability issues. 
Course Content: (please number the outline of main topics and subtopics) 

Unit 1 Introduction to Sustainability 
What is Sustainabili ? 

REV 7/09 
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a. Definitions of sustainability 
b. Elements of sustainability (Environmental, Social, Economic) 
c. Historical origins of sustainability movement 
d. Philosophy of sustainability movement 

Unit 2 Why is Sustainability Necessary? 
Historical Background 

a. Socio-Cultural Development 
b. The Industrial Revolution 
c. Philosophical Views of Nature 

Unit 3 Global Sustainability Conditions 
Current Conditions 

a. Socio-Cultural - Growing Global Inequality 
b. Economic - Shareholder vs. Stakeholder Interests 
c. Ecosphere - The Early Warnings: There are Limits 

Unit 4 Environmental Science Today 
a. Resource Depletion 
b. Pollution -Air, land, water 
c. Loss of Biodiversity- species extinction 
d. Global Warming 
e. Ecological Footprint 

Unit 5 Who Will Lead? 
The Scientific Community/Third-World Farmers and Workers/ Global Corporations 
Detail and give a case study 

a. The Triple Bottom Line 
b. Cradle-to-Cradle manufacturing 
c. Eco-Efficiency 
d. Biomimicry 
e. Economic and environmental analysis 
f. Overcoming Barriers 
g. Governmental Regulations 
h. Case studies 

Unit 6 Who Will Lead? 
Educational Institutions/States, Cities and Individual Citizens 

a. Talloires Declaration 
b. Economic and Environmental Analysis 
c. Overcoming Barriers 
d. Governmental Regulations 
e. AASHE 
f. K-12 
g. Case Studies 

Unit 7 Implementation: Energy Sources 
a. Fossil Fuels 
b. Solar Ener 

REV 7/09 
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c. Wind Energy 
d. Hydropower 
e. Bio-fuels 
f. Hydrogen Fuel Cells 
g. Human Power 

Unit 8 - Energy Efficiency 
a. Conservation Strategies 
b. Construction methods 
c. Recycling 
d. Savings calculations 

Unit 9 - Manufacturing in the energy industry 
a. Solar PV panel production 
b. Wind Turbine production 
c. Bio-fuel production 
d. Green manufacturing 

Unit 10 - Renewable Energy Industry 
a. Career Opportunities 
b. Public perception and policies 

A. Lecture and discussion to explain historical, scientific, philosophical and 
institutional origins of the current sustainable movement. 
B. Guest speakers (Faculty, Community Members) to provide insight as to the 
current sustainable practices within the community at different levels. 
C. Readings in the field of study (trade books, journal articles, 
institutional/organizational pledges, proclamations, treaties, laws) to assist students 
in understanding the current status of the sustainable movement on a domestic and 
global level. 
0. Class activities ( small group interaction, group service-learning , individual and 
learning team evaluations, guided discussion, student presentations) to assist 
students in understanding concepts of sustainabilitv. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

1. Quizzes and tests to determine student's understanding of and ability to apply 
concepts of sustainability. 
2. Writing Assignments that are comprehensive that establish a strong 
understanding of sustainable practices within global and domestic environments. 
3. Group Project/Presentation that encourages students to work together to identify 
sustainable practices within the global and/or domestic business environment. This 
presentation helps student recognize the successful sustainable practices that will 
affect the future. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	 Written analysis of current local and personal sustainable issues that are 
re ularl ·ournaled. 

REV 7/09 
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2. 	 Informal evaluations of student discussions of current sustainability 
business news. 

3. Group projects and presentations on sustainability issues. 
4. 	 Midterm/Final Exam in multiple choice and essay format that will assess 

students comprehension of important sustainability concepts and theories. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Reauired {1 ): 
j Edward, Andres R. The Sustainability Revolution: Portrait of 

a Paradigm Shift. 
Author Title 

I New Society Publishers I 2005 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Title 

IChelsea Green Publishers \ 9781933392127 \ 2007 

ISBN 	 Publication Date 

1 
The Citizen-Powered Ener Handbook 

Publisher 	 ISBN Publication Date 

Su lemental 2 : 
Komor, Paul 	 Renewable Ener 
Author 	 Title 

Diebold Institute for Public Policy 0-595-31218-7 2004 
Studies 
Publisher ISBN Publication Date 

Su lemental 3 : 
Boyle, Godfrey, Everett, Bob and Energy Systems and Sustainability: 
Rama e, Janet Power for a Sustainable Future 
Author Title 

I Oxford Press Io-19-92a119-2 l 2004 
Publisher ISBN Publication Date 

NEW JAN 10 

REV 7/09 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, CA 92583 

David R. Hunt, Associate I 
Author: I. Faculty Date: 19-10-06 

Discipline(s): I 1. I 2. Ia. 
1. Course Title: / Total Quality Management 
If this course is having asubject or number change, the course author must include after the Course Title 
(formerly {SubjHCourse Number} ie. Technol in the Classroom formerl COE 160 
2. Course Number: ENGR 107 

'--~~~~~~~~~~~~~~~~~~~~~~-J 

3. Miscellaneous: 
3a. Units/Hours 

Lecture 
Units/Hours
1 unit-16-18 
2 units - 32-36 
3units - 48-54 
4 units - 64-72 
5 units - 80-90 

Lab 

Units/Hours


1unit - 48-54 

2units - 96-108 

3units -144-162 

4units -192-216 

5 units - 240-270 


Total Units 
3 


Total Hours 
48-54 


Lecture 
Units Lab Units 

- 3 0- + 
Lecture 
Hours Lab Hours 

- 48-54 0- + 
3b. Credit Type 

De t: Pro ram: Manufacturin 

x x Degree Credit 
(70 & higher) 

Non-Degree 
Credit (69 & lower) 

3c. AA/AS Degree PatternLJ General Ed Breadth 

I~rea(s) I 
3d. Maximum Enrollment: 

3e. Credit/No Credit ONLY 

3f. Credit/No Credit ALLOW 

30 
No 
Yes 

Enter number 

Yes or No (usually No) 

Yes or No (usually Yes) 

3g. Can be taken I-fl time(s) for credit(maximum4): 
~ (If more than 1, justify with one of the following)D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 095680 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
This course is designed to give the student an understanding of the total quality 
approach to quality management. The total quality philosophy is an approach to 
doing business that incorporates continuous improvement techniques and 
em lo ee trainin to increase overall erformance and com etitiveness. 
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To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If vou select the entire box that the words are within it won't aive an accurate count. 
5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
arav box below). 
This course is designed to present the concept of total quality control through the 
study of techniques presently used by industry. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within, it won't give an accurate count. 
6. Need/Justification (in gray box below} 

This advisory committee approved course will provide students with a pathway to 
a certification in Manufacturing Quality Assurance that will enable both entering 
and incumbent workers to become more flexible and knowledgeable employees. 
7a. Prerequisite(s) (in gray box below): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
None. 
7b. Corequisite(s) (in gray box below): 
Corequisites go through a separate aooroval process. See Forms E1-E4 for details. 

None. 
7c. Recommended Preparation (in gray box below): 
Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 
details. 
None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the following: 

1. Compare and contrast the key elements of total quality. 
2. Explain the rationale for the total quality approach to doing business. 
3. Identification and assessment of the steps in the strategic planning 

processing. 
4. Examine and describe the relationship between quality and 

competitiveness. 
5. Compare and contrast leadership and management. 
6. Formulate procedures to promote diversity in teams. 
7. Explain the total quality philosophy of training distinguish how it differs 

from education. 
8. Compare and contrast the tools used in the total quality setting. 
9. Define decision making and examine problem solving as it relates to total 

quality. 
10. List and explain the requirements for total quality implementation. 

9. Course Content: (outline of main topics and subtopics in gray box below) 

1. The Total Quality Approach to Quality Management 

• Views and definitions of quality 

• Key elements of quality 
• Total quality pioneers 

• The success and future of quality management 
2. Strategic Management: Planning and Execution 

• Definitions and components of strategic management 



p. 3 of 5 Integrated Course Outline of Record FormB 

• Strategic planning ,- • SWOT analysis 
• Developing the vision, mission and guiding principles 
• Developing broad strategic objectives and specific tactics 
• Executing the strategic plan 

1 3. Quality Management and Ethics 
! • Ethics, trust, values, integrity and responsibility In total quality 

• Manager's role in ethics 
• Organization's role in ethics 
• Handling ethical dilemmas 
• Ethics training and codes of business conduct 

4. Customer Satisfaction and Retention 
• Understanding customer-defined quality 
• Identifying internal and external customer needs 
• Customer-defined value analysis 
• Customer retention and customer focus 
• Value perception and customer loyalty 

5. Leadership and Change 
• Leadership definition and styles 
• Leadership, motivation and inspiration 
• Leadership versus management 
• Ethics and Change 

6. Team Building and Teamwork 
• Building teams and making them work 
• Character traits and teamwork 
• Coaching teams 
• Handling conflict In teams 
• Inhibitors and rewards of teamwork 

7. Overview of Total Quality Tools 
• Pareto charts 
• Cause-and-effect diagrams 
• Check sheets 
• Histograms 
• Scatter diagrams 
• Run charts and control charts 
• Stratification 

8. Problem Solving and Decision Making 
• Solving and preventing problems 
• The decision making process 
• Objective versus subjective decision making 
• Scientific decision making and problem solving 
• Employee involvement 
• Management informatJon systems I 9. ContJnual Improvement 

I • Rationale for continual improvement 

L • Mana ement's role in continual im rovement 
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• Essential activities and structure 
• The scientific approach 
• Identifying needs and developing plans 
• Improvement strategies 

10. Benchmarking and Just-In-Time Manufacturing 
• Definitions, rationales and approaches 
• Benefits and requirements 
• Obstacles and resources 
• Role of management 
• Selection of processes 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction ma include, but are not limited to the followin : 

1. Lecture presentation and discussion with supporting visual materials 
introducing total quality management for production, processing and 
services. 

2. Group projects and presentations such as an analysis of the cause of a 
production problem, possible courses of action, recommendations for the 
preferred course of action, and probable short and long-term outcomes. 

3. Technical writing paper (APA format) of appropriate manufacturing topic 
and presentation of material. An appropriate topic might be "The Total 
Quality Approach to Quality Management" including views and definitions of 
quality, key elements of quality, total quality pioneers, and the success and 
future of quality management. 

4. Problem solving team projects. Such problem solving team projects might 
include comparing and contrasting the tools used in the total quality 
setting; identifying and assessing the steps in the strategic planning 
process; or, the examination and explanation of the rationale for the total 

ualit a roach to doin business. 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the followln : 

1. Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and simulated quality assurance. 

2. Students will be evaluated on their written assessment of the benefits of 
total quality management implementation into the manufacturing 
environment and presentation to the class of this information (informational 
topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts 
including teamwork, communication, leadership, types of tools, etc. 

4. A mid-term and final examination will be given which show student 
understanding of terminology, knowledge of subject matter, and ability to 
contrast and evaluate why implementing total quality systems can improve 
the roductivi and com etitiveness of an or anization etc. 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assi nments ma include but are not limited to the followin : 
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comparing and contrasting the use of total quality tools and techniques to 
increase productivity in the manufacturing workplace. Use APA format to 
keyboard this 5-10 page report. Create a PowerPoint presentation of the 
data for your class presentation. 

2. 	 In written format, students will describe the rationale for using total quality 
strategies to increase productivity and identify the resources needed for 
implementation. 

3. 	Group presentations of problem solving exercises will be made regarding 
quality assurance applications in the manufacturing environment. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 

Goetsch, David L. & Davis, Stanley B. 

(Author) 

Quality Management- Introduction to Total Quality Management for Production, 
Processing. and Services (5th edition) 
(Title) 

Prentice Hall 0-13-118929-8 2006 or most current 
(Publisher) ISBN (Publication Datel 

(2) Required: 

(Author) 

(Title\ 

(Publisher\ ISBN 	 <Publication Date\ 

(1) Supplemental: 

(Author) 

(Title\ 

<Publisher\ ISBN 	 (Publication Datel 

Other Reference Materials/Supplies 

ENGR 107 new DEC 06 
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Submitted by: .__D_a_v_id_R_._H_u_nt_-_A_s_s_o_c_ia_te_F_a_c_ul_.tyL--______, Date: I10/20/09 
Subject Course

DisciQline Degartment I select from this 

1u.1H:1 from this list \ 1.,.1....,• frnm'" '• ll"' \ 1;c!\ .NYmber Title 


Machine Tool Engineering ENGR 114 Machine Tool Technology 
Technology 

I I 

History  M HIST HIST 151 History and Apprec1at1on of Dance 
Dance- M 

DAN DAN 100 History and Apprec1at1on o f Dance 

Course Number: a) 001-069 Non-Degree credit , b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}} i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units  32-36 

Lab 
Units/Hours 
1 unit - 48-54 
2 units  96-108 · 

Lecture Units 
2 

Lecture Hours 
+ 

Lab Units 
1 

Lab Hours 
--

Total Units 
3 

Total Hours 
3 units  48-54 
4 units  64-72 
5 units  80-90 

3 units-144-162 
4 units  192-216 
5 units  240-270 

32-36 + 48-54 -- 80-90 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~-

Pass/No Pass Yes 

095680 

Yes or No Maximum ~30 Enter number (usually Yes) EnroIImen:t 	 ALLOW 
(click here for TOP 

ONLY (usually No} (choose only 1 } 
Pass/No Pass No Yes or No 	 TOP code 

code website) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).
1 (If more than 1. justify with one of the following) be '-----+--"B-"-ec"-'a=u"'"s"'ethe course content differs each time it Is offered ... 

.. . fil1S!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
....---..... 	enhanced by supervised repetition and practice within class periods 

... fil1S!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which teaming objectives are 
obtained. 

taken 

'-----~

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please onl describe the course . 75 words or less in ra box below . 

This course gives students an understanding of the fundamentals and uses of 
machine tool technology in the manufacturing and environmental industries. 
Lecture/theory instruction will be followed by demonstrations and hands-on use of 
man of the machine tools currentl used in indus 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course gives students an understanding of the fundamentals and use of 
machine tool technolo in the manufacturin and environmental industries. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course will provide students with a pathway for earning a certificate in five 
different areas of manufacturing and solar/wind energy that will enable both entering 
and incumbent workers to become more flexible and knowledgeable employees. 
Prereguisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Coreguisite(s): 
Core uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

roval rocess. See Forms E 1-E4 for details. 

None. 
Other Enrollment Criteria: 

INone. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the following: 

1. Compare and contrast the key elements of machine tools. 
2. 	Explain the rationale for the use of a specific machine tool. 
3. 	 Examine and describe the relationship of different machining processes. 
4. 	Compare and contrast conventional and non-conventional machining. 
5. 	Formulate procedures for manufacturing efficiency. 
6. 	Explain the process for determining machining steps. 
7. 	Compare and contrast the tools used in different industries. 
8. 	Identify and assess the steps in the selection of a machine tool. 
9. 	List and explain the requirements for machine tool selection. 
10. 	 Define decision-making and examine problem solving as it relates to 

machine tool technology. 
Course Content: (please number the outline of main topics and subtopics) 

1. 	Introduction 
o 	 Introducing machine tools 
o 	 Careers in manufacturing and environmental technology 
o 	 Personal safety 
o 	 Work piece holding 
o 	 Lubricants and cuWng fluids 

2. Materials 
o 	 Iron and steel 
o 	 Nonferrous metals and alloys 
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a Designation and identification 
3. 	 Measurement and layout 

a Linear measurement 
a Layout tools and techniques 
o Calipers, micrometers and verniers 

4. Threads and thread cuWng 
o Screw threads 
o External threading 
o Internal threading 

5. Abrasives and grinding 
o Sanding and grinding machines 
CJ Surface grinders 
o Tool grinders 

CJ Cylindrical grinders 


6. 	 Power saws 

CJ Stock cutoff machines 

CJ Band sawing 


7. 	 Drilling machines 

CJ Machine types 

CJ Drill bits, sleeves, sockets and chucks 

CJ Drilling operations 


.8•.- Turning machines 
CJ Machine types 
CJ CuWng tools 
CJ Internal operations 
o External operations 

9. Milling machines 
o Machine types 

CJ CuWng tools 

o Squaring, pockets, grooves and keyways 
CJ Drilling, boring and dividing 

10. 	 Modern machining processes 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

1. Lecture presentation and discussion with supporting visual materials introducing 
machine tool technology for production, processing, installation and services. 
2. Group projects and presentations such as an analysis of a cause of a production 
problem, possible courses of action, recommendations for the preferred course of 
action, and probable short and long-term outcomes. 
3. Problem solving team projects. Projects might include comparing and contrasting 
the tools used in the industrial seWng; identifying and assessing the steps in the 
manufacturing process; or the examination and explanation of the rationale for the 
selection of a specific machine tool. 
4. Demonstration of the correct set-up and safe operation of different machine tools. 



------~--_.....l~M=a_c_h_lneToolPractices 
Title 

'--------~~-~-~----~'~9=7~8-0-1 3-_501 50_8-7 _._1~2~01
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Methods of Evaluation: A studenrs grade shall be delem1 ned by the instructor using multiple measures of perfonnance 
,.-!elated to e course obfectives. Methods of evaluation may include but are nol hmtted to ltle following. ----, 

' 1. Students will be evaluated on their successful participation In topical discussions, ' 
problem solving activities and machine tool operation. 
2. Students will be evaluated on their written assessment of the benefits of efficient 
machine tool selection into the manufacturing environment and presentation to the

Iclass of this information (informational topics will vary). 
! 3. Quizzes - periodic short objective teats of course related concepts including
Imaterials, speeds and feeds, measurement, types of machine tools, etc. II4. A mid-term and final examination will be given to show student understanding of I 
1 
terminology, knowledge of subject matter, and ability to contrast and evaluate why ~·Iefficient machine tool selection can Improve the productivity and competitiveness of 
an c:>r anization, etc. . _ 
I;_>!_~ les of Assi nments: Students will be expected to understand and critique college level texts or the equivalent 
Reading and writing, as well a out .of Class assiQnmen are regu red. These assignments may Include but are not limited to lhe following: .I 

1 
1. Project-based learning - Students will produce an analysis of production problem 

1within the laboratory environment using a variety of machine tool applications used 
specifically to solve the potential problems. This project will be graded on a I 
point/tolerance scale. 1 

! 2. Problem-based learning - Group presentations of problem solving exercises will 1!be made regarding machine tool applications in the manufacturing and ' 
1 environmental environments. A typical scenario might be: 'A worker has turned a 
shaft requiring tolerances of plus or minus .003". Upon measuring, you find that one 
end of the shaft is a larger diameter than the other end. What might be the reason for 

1· this discrepancy and how would you remedy the situation?' 
3. Research project based on internet and printed sources - A technical writing 

1paper (APA format) of appropriate machine tool topic and presentation of material. 
An appropriate topic might be: 'The correct machine tool choice for production I 
efficiency' including definitions of machining, key elements of machine tool _J! 

L_!election, and the succe88 and effl.~ienc of manufacturin. methods. 

__ ____ ___ ~0-~_______J 
Publisher ISBN Publicatlon Date 

Re uired 2: 
r - -

! 
1-~----------··----· 

----·~ Author Title 
--~---·-----. ·- ····--···-··---.------- ······----=i=·· [ ·--- ·-··-··-·· ------'--····---·-·· _________.._ 

Publisher ISBN Publicatlon Date 

Re uired 3: 

----~~-~~~~~~~~--~~--=1
Author nue . ----··--··-- ------.i------------.-1------ --- --i 

_____JL---·------------·---- . 
Publisher ISBN Publication Date 

Su lemental 1 : ----------·---- ----,
[ Krar, Gill, Smid of Machine Tool -------' Author Title 

[MCG-----1-_ _ J · 7232~~59 1 7_~r~~ _i1_ --_-~~~--~~~-0-7-__- -_--~~--~:H o _ 2_0_0_
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Publisher ISBN Publication Date 

Su lemental 2 : 
0. D. Lascoe MachineSho erations and Setu s 
Author 

IAmerican Technical Publishers 
Title 

Io-a2a9-1 a42-s \ 1994 
Publisher 

Supplemental (3): 
ISBN Publication Date 

Author Title 

Publisher ISBN Publication Date 

Rev JAN 09 
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Submitted by: IDavid R. Hunt-Associate Faculty 	 I Date: I 10/20/09 
Subject Course
Discipline Department I select from this 


l c...u.r r from !hi" 1""1\ ' li " t\ Number Title
I~'"" fmm '"""' li"t\ 

Environmental Engineering ENGR 116 Energy Efficiency and 
Technology Construction Methods 

I 

HIST 151 History and Appreciation of DanceHistory - M HIST 
Dance - M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units  32-36 

Lab 
Units/Hours 
1 unit - 48-54 
2 units  96-108 

Lecture Units 
3 

Lecture Hours 
+ 

Lab Units 
0 

Lab Hours 
--

Total Units 
3 

Total Hours 
3 units  48-54 
4 units-64-72 
5 units  80-90 

3 units-144-162 
4 units-192-216 
5 units  240-270 

48-54 + 0 -- 48-54 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~. 

Pass/No Pass Yes 

0946.10 

Yes or No Maximum ~30 Enter number (usually Yes) EnroIImen:t 	 ALLOW 
Pass/No Pass No Yes or No 	 TOP code I click here for TOP 

code website) ONLY (usually No) 	 (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).
1 (If more than 1, justify with one of the following) be Because the course content differs each time it Is offered ... 
~----~ ... !!!lS!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

r-----; 	enhanced by supervised repetition and practice within class periods 
... !!JlS!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

~--~

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course). (75 words or less in qray box below). 

This course provides an overview of the green construction movement and the basic 
factors involved with designing a new ecological home. Topics include green 
construction methods and sustainable systems. 

To count words, select only the words wtthin the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

This course provides an overview of the green construction movement and the basic 
factors involved with designing a new ecological home. Topics include green 
construction methods and sustainable systems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~} 
The 'green construction' field is a large and fast growing segment of the U.S. 
economy and southern California is one of the main centers of research, 
development and production. MSJC must meet the needs of its student population by 
providing certificate programs in this emerging field to expand employment and 
educational opportunities. The proposed certificate areas are: Solar Photovoltaic 
Technology, Solar Thermal Technology, Small Wind Energy Technology, Green 
Collar Manufacturina and Manufacturing Quality Assurance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification. contact the Prer uisite Subcommittee 

None. 
Coreguisite(s): 
Core uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followina: 

1. Explain the basic design principles and technologies of sustainable systems. 
2. Describe the benefits and limitations of sustainable shelter. 
3. Compare and contrast renewable energy and non-renewable energy. 
4. Investigate the potentials ofgreen building technologies to help solve 

environmental and economic problems. 
5. Examine and describe how the manufacturing industry is involved in the green 

construction industry. 
6. Explain the concept of energy efficiency. 
7. Investigate and report on the potential energy savings through energy 

efficiency and conservation methods. 
8. Discuss concepts and issues related to the sustainable shelter movement. 

Course Content: (please number the outline of main topics and subtopics) 

1. Introduction 
o Sustainable shelter 
o Environmental, political and economic issues 
o M.S.J.C. Solar, Wind and Manufacturing certificate programs 
o Green building 
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a 	 Site selection 

2. 	 Green Construction 
a Building materials 
a Energy efficiency 
o 	 Natural Building 
o 	 Earth-sheltered architecture 

3. Sustainable Systems 
o 	 Passive solar heating 
o 	 Passive cooling 
o Green power 

a Water and waste 

o 	 Landscaping 

4. Green Construction Industry 
o 	 Career opportunities 
o 	 Economic and environmental analysis 
o 	 Overcoming barriers to implementation 
o 	 Government regulations 
o 	 Public perception and policies 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. 	Lecture presentation and discussion with supporting visual materials 

introducing green construction technologies. 


2. 	 Group projects and presentations such as an analysis of a site selection 
problem, possible courses of action to remedy the problem, recommendations 
for the preferred course of action, and probable short and long-term 
outcomes. 

3. Problem solving team projects that might include comparing and contrasting 
energy sources for efficiency and cost to meet a specified set of parameters. 

4. 	Demonstrations of how sustainable shelter systems operate. 
5. 	Guest speakers from industry to offer insights into employment opportunities 

and career pathways. 
6. 	To ical rou discussions of indus trends and directions. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. Methods of evaluation may include but are not limited to the following: 

1. Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and ability to explain green 
construction concepts. 

2. 	Students will be evaluated on their written assessment of the benefits of an 
efficient alternative energy choice and their presentation of information to the 
class (topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts. 
4. A mid-term and final examination will be given to show student understanding 

of terminology, knowledge of subject matter, and ability to contrast and 
evaluate the importance of the proper site selection , construction methods 
and conservation choices, etc. 



Mt. San Jacinto College 

Page4of4 Integrated Course Outline of Record FormB 


1. Problem-based learning and team building - Students will work within a group 
setting to problem solve regarding energy source selection and application 
efficiency. 

2. Research project based on internet and printed sources - Students will be 
required to write a research based technical paper using APA format of 
appropriate green construction topics and will present their findings to the 
class. 

3. 	 Quizzes and Examinations will be given to test student knowledge on the 
a ro riate ener source selection and a lication efficienc . 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Daniel Chiras The New Ecolo ical Home 
Author Title 

IChelsea Green Publishers I9781931498166 I2004 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publlcatlon Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

NEW JAN09 
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Submitted by: IDavid R. Hunt- Associate Faculty IDate: I10/07/09 
Subject CourseDiscipline Department (select from this 

I ~1-1 from tkis !isl\ 1...i- from thl<0. listl Ii !<! \ NlmJb_~I Titl~ 

Environmental Engineering ENGR I118 Solar Thermal Installation 
Technology 

F= 
History- M HIST HIST 151 History and Appreciation of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology In the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 3 + 0 -- 3 
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units - 64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~

Pass/No Pass Yes 

0946.10 

Yes or No Maximum Enter number (usually Yes) ALLOWEnrollment: 
(click here for TOP Pass/No Pass Yes or No TOP code 

(usually No) code website) (choose only 1)ONLY 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~Can 
1 (If more than 1, justify with one of the following) be Because the course content differs each time it is offered ... 

~--+-----, 

... !H!.JJ. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1-----i enhanced by supervised repetition and practice within class periods 

... !H!.JJ. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which teaming objectives are 
obtained. 

taken 

~--~

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please onl describe the course . 75 words or less in ra box below . 

This course provides students with a comprehensive guide to the design, installation 
and evaluation of residential and commercial solar thermal systems. The course will 
cover the principles of solar thermal technology and how to effectively incorporate 
solar thermal s stems into residential and commercial a lications. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course provides students with a comprehensive guide to the design, installation 
and evaluation of residential and commercial solar thermal s stems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

The 'clean energy' field is a large and fast growing segment of the U.S. economy and 
southern California is one of the main centers of research, development and 
production. MSJC must meet the needs of its student population by providing 
certificate programs in this emerging field to expand employment and educational 
opportunities. The proposed certificate areas are: Solar Photovoltaic Technology, 
Solar Thermal Technology, Small Wind Energy Technology, Green Collar 
Manufacturing and Manufacturing Quality Assurance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

SEMA - 100 (with a grade of C or better) and ENGR -114 (with a grade of C or 
better. 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

roval rocess. See Forms E 1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followino: 

1. 	 Compare the advantages and disadvantages of installing a solar thermal 
system. 

2. 	 Evaluate the difference between solar irradiance and solar irradiation. 
3. 	 Identify factors to be considered when preparing a proposal, including cost 

estimates, size, performance and value of a solar thermal system. 
4. 	 Assess various energy sources that can be interfaced with solar systems. 
5. 	 Determine the type of storage requirements for a solar thermal system. 
6. 	 Compare and contrast different types of insulation. 
7. 	 Differentiate between different types of selective surfaces. 
8. 	 Analyze passive solar construction. 
9. Apply solar thermal theory to daily household uses. 

Course Content: (please number the outline of main topics and subtopics) 

1. 	 Introduction 

CJ History 

CJ Basic Principles 
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2. The Science Behind Sunlight 
o 	 The sun 
o Nuclear science basics 
o 	 Principles of heat 

3. The Nature of Materials 
o 	 Thermal storage 
o 	 Insulators 
o 	 Role of color 
o 	 Heat absorption and emission 
o 	 Selective surfaces 
o 	 Glass 

4. Practical Applications 
o 	 Suntea 
o 	 Parabolic cooker 
o Solar thermal electricity 
o 	 Solar ovens 
o 	 Solar toilets 
o 	 Solar tracking 
o 	 Passive solar construction 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. 	Lecture presentation and discussion with supporting visual materials 

introducing solar thermal technologies. 


2. 	Group projects and presentations such as an analysis of a solar thermal 
installation problem, possible courses of action to remedy the problem, 
recommendations for the preferred course of action, and probable short and 
long-term outcomes. 

3. 	Problem solving team projects that might include comparing and contrasting 
storage and insulation for efficiency and cost to meet a specified set of 
parameters. 

4. 	Demonstrations of how solar thermal systems operate. 
5. 	Guest speakers from industry to offer insights into employment opportunities 

and career pathways. 
6. 	To ical rou discussions of indus trends and directions. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. l\.1ethods of evaluation ma include but are not limited to the followin : 

1. 	Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and ability to explain solar thermal 
concepts. 

2. 	Students will be evaluated on their written assessment of the benefits of 
installing a solar thermal system and their presentation of information to the 
class (topics will vary). 

3. Quizzes will be given to test student knowledge on the key components and 
course concepts related to solar thermal installation. - periodic short 
ob ective tests of course related conce ts will also be included. A ical 
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content question might be 'Why is it important to consider regional climate 
when making a decision regarding solar thermal integration?' 

4. A mid-term and final examination will be given to show student understanding 
of terminology, knowledge of solar thermal installation, and ability to contrast 
and evaluate the importance of the proper installation of solar thermal 
systems. Examinations may include additional sections such as short answer, 
multiple choice and true/false. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readinq and writino, as well as out of class assignments are roouired. These assignments mav include but are not limited to the following: 

1. Problem-based learning and team building - Students will work within a group 
setting to problem solve regarding solar thermal installation. 
2. Research project based on internet and printed sources - Students will be 
required to write a research based technical paper using APA format of 
appropriate solar thermal installation concepts and theories and will present 
their findings to the class. 
3. Quizzes and Examinations will be given to test student knowledge of the 

understanding of terminology and key concepts related to solar thermal 
installation. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Required (1 ): 
I Tamm Stanley I Going Solar 

Author 

IStonefield Publications 
Title 

I 9780476010826 I2005 
Publisher ISBN Publication Date 

Required (2): 

Author Tltle 

Publisher ISBN Publicatlon Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publlsher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

NEW JAN09 
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Integrated Course Outline of Record- Engineering (Small Wind Energy Technology) 
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Submitted by: IK.DIMEMMO/D. HUNT Date: I 10/19/09 
Subject CourseDiscigline Degartment <select from this 


1....1...,1 fm•n ,..,,. l l~t \ l ....Wt fr<>m thi!l !ist\ li~t\ Number Title 

BUSINESS BADM SEMA i100 Our Sustainable Future ,___ 

I 

-· I 
I I 

History- M HIST HIST 151 History and Apprec1at1on of Dance 
Dance  M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001 -069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{ Course Number}) i.e. Technology in the Classroom Iformerly COE 1601. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours 3 + 0 - 3-1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units -144-162 
4 units - 64-72 4 units - 192-216 48-54 + 0 = 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 82 
~~~---~-----~~~-------~ 

Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~ 

Pass/No Pass YES 

0506.00 

Yes or No Maximum ~ Enter number 40 (usually Yes) EnroIIment: ALLOW 
Pass/No Pass NO Yes or No TOP code (click here for TOP 

code website)ONLY (usually No) (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~·Can 
1 (If more than 1. justify with one of the following) be Because the course content differs each time it is offered ... 

~--.---~ 

... iHlSl the student who repeats it is gaining an expanded educational experience because ski/is and proficiencies are 
t-----< 	 enhanced by supervised repetition and practice within class periods 

... iHlSl the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments Is the basic means by which teaming objectives are 
obtained. 

taken 

~--~ 

0 Stand Alone Course Check box if Stand Alone course. 

A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 


Catalog Descrigtion: (Please do not refer to transferability or degree, certificate, or employment concentration appl icability. 
Please onl describe the course . 75 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. This course will increase student awareness of the 

REV 7/09 
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ecosystem, human society, and the economy. Discussions will include innovative 
uses of renewable resources, production processes, human capital, alternative 
forms of energy, transportation, building materials, food production, media, 
education, urban lannin new wa s to build coalitions and foster communi trust. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course will count towards the requirements of the SEMA employment 
concentration and Solar Wind and Manufacturing Energy Employment 
Concentrations, will be de ree a licable and will be CSU transferable. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a 

Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. Demonstrate the historical, scientific, philosophical and institutional origins of the 
current sustainability movement. 
2. Define sustainability and evaluate the sustainability of particular systems and 
practices in contrast to others. 
3. Explain the interdependent relationship between the economy, society and the 
ecosphere using a systems theory approach. 
4. Discuss the current problems that plague the ecosphere, human societies and 
modern industrial capitalism and discuss theories and possible remedies necessary 
to reverse these trends. 
5. Demonstrate the mechanics of alternative energy, transportation, building 
materials, food production, community planning, and innovations of other industries 
and organizations that will provide new forms of employment and new forms of 
living. 
6. Analyze the political and cultural challenges of sustainability implementation. 
7. Develop ideas to create common ground and promote the principles of 
sustainability to diverse groups of people. 
8. Demonstrate the skills of civic participation and the importance of implementing 
them. 
9. Access and evaluate sources of information on sustainability issues. 
Course Content: (please number the outline of main topics and subtopics) 

Unit 1 Introduction to Sustainability 
What is Sustainabili ? 

REV 7/09 
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a. Definitions of sustainability 
b. Elements of sustainability (Environmental, Social, Economic) 
c. Historical origins of sustainability movement 
d. Philosophy of sustainability movement 

Unit 2 Why is Sustainability Necessary? 
Historical Background 

a. Socio-Cultural Development 
b. The Industrial Revolution 
c. Philosophical Views of Nature 

Unit 3 Global Sustainability Conditions 
Current Conditions 

a. Socio-Cultural - Growing Global Inequality 
b. Economic - Shareholder vs. Stakeholder Interests 
c. Ecosphere - The Early Warnings: There are Limits 

Unit 4 Environmental Science Today 
a. Resource Depletion 
b. Pollution -Air, land, water 
c. Loss of Biodiversity - species extinction 
d. Global Warming 
e. Ecological Footprint 

Unit 5 Who Will Lead? 
The Scientific Community/Third-World Farmers and Workers/ Global Corporations 
Detail and give a case study 

a. The Triple Bottom Line 
b. Cradle-to-Cradle manufacturing 
c. Eco-Efficiency 
d. Biomimicry 
e. Economic and environmental analysis 
f. Overcoming Barriers 
g. Governmental Regulations 
h. Case studies 

Unit 6 Who Will Lead? 
Educational Institutions/States, Cities and Individual Citizens 

a. Talloires Declaration 
b. Economic and Environmental Analysis 
c. Overcoming Barriers 
d. Governmental Regulations 
e. AASHE 
f. K-12 
g. Case Studies 

Unit 7 Implementation: Energy Sources 
a. Fossil Fuels 
b. Solar Ener 

REV 7/09 
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c. Wind Energy 
d. Hydropower 
e. Bio-fuels 
f. Hydrogen Fuel Cells 
g. Human Power 

Unit 8 - Energy Efficiency 
a. Conservation Strategies 
b. Construction methods 
c. Recycling 
d. Savings calculations 

Unit 9 - Manufacturing in the energy industry 
a. Solar PV panel production 
b. Wind Turbine production 
c. Bio-fuel production 
d. Green manufacturing 

Unit 10- Renewable Energy Industry 
a. Career Opportunities 
b. Public perception and policies 

A. Lecture and discussion to explain historical, scientific, philosophical and 
institutional origins of the current sustainable movement. 
B. Guest speakers (Faculty, Community Members) to provide insight as to the 
current sustainable practices within the community at different levels. 
C. Readings in the field of study (trade books, journal articles, 
institutional/organizational pledges, proclamations, treaties, laws) to assist students 
in understanding the current status of the sustainable movement on a domestic and 
global level. 
0. Class activities ( small group interaction, group service-learning , individual and 
learning team evaluations, guided discussion, student presentations) to assist 
students in understanding concepts of sustainability. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

1. Quizzes and tests to determine student's understanding of and ability to apply 
concepts of sustainability. 
2. Writing Assignments that are comprehensive that establish a strong 
understanding of sustainable practices within global and domestic environments. 
3. Group Project/Presentation that encourages students to work together to identify 
sustainable practices within the global and/or domestic business environment. This 
presentation helps student recognize the successful sustainable practices that will 
affect the future. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	 Written analysis of current local and personal sustainable issues that are 
re ulart ournaled. 

REV 7/09 
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2. 	 Informal evaluations of student discussions of current sustainability 
business news. 

3. Group projects and presentations on sustainability issues. 
4. 	 Midterm/Final Exam in multiple choice and essay format that will assess 

students comprehension of important sustainability concepts and theories. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

~e uired 1 : 
Edward, Andres R. The Sustainability Revolution: Portrait of 

a Paradi m Shift. 
Author 	 Title 

INew Society Publishers 	 I2005 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Handbook 

ISBN Publication Date 

1 : 

Author 	 Title 
[Ch.els--G-re_en Pu_b_lis____ --,-_ 781_9_3_33_9_21_2_7 	 .. --------.~a ___ hera __ l 9__ _ __--r-I2_0_0_7_ 

Publisher 	 ISBN Publication Date 

Su lemental 2 : 
Komor, Paul 	 Renewable Ener 
Author 	 Title 

Diebold Institute for Public Policy 0-595-31218-7 2004 
Studies 
Publisher ISBN Publication Date 

Su lemental 3 : 
Boyle, Godfrey, Everett, Bob and Energy Systems and Sustainability: 
Rama e, Janet Power for a Sustainable Future 
Author Title 

I Oxford Press I0-19-92s119-2 I 2004 
Publisher ISBN Publication Date 

NEW JAN 10 

REV 7/09 




p. 1of5 Integrated Course Outline of Record Form B 

Mt. San Jacinto College 
1499 North State Street 
San Jacinto, CA 92583 

David R. Hunt, Associate \ 
Author: I. Faculty Date: 19-10-06 

Discipline(s): I1. I2. l3. 

1. Course Title: I Total Quality Management 

If this course is having asubject or number change, the course author must include after the Course Title 

(formerly {SubjHCourse Number} ie. Technol in the Classroom formerl COE 160 

2. Course Number: ENGR 107 

~~~~~~~~~~~~~~~~~~~~~~~-' 

3. Miscellaneous: 
3a. Units/Hours 


Lecture 
 Lab Lecture
Units/HoursUnits/Hours Total Units Units Lab Units1 unit-16-18 1unit - 48-54 


2units - 32-36 
 2units - 96-108 3 3 0+3units - 48-54 3units -144-162 

4 units - 64-72 
 4 units -192-216 Lecture 

5 units - 80-90 
 5 units - 240-270 Total Hours Hours Lab Hours 

48-54 48-54 0+ 
3b. Credit Type 


De t: Pro ram: 
 Manufacturin 

Transfer Credit (100 & higher) Degree Credit 
 Non-Degreex x(click here for Transfer Form) (70 & higher) Credit (69 & lower) 

3c. AA/AS Degree PatternLJ General Ed Breadth 

I ~rea(s) I 
3d. Maximum Enrollment: Enter number 

3e. Credit/No Credit ONLY Yes or No (usually No) 

3f. Credit/No Credit ALLOW Yes or No (usually Yes) 

3g. Can be taken 111 time(s) for credit(maximum4):
L:J (If more than 1, justify with one of the following)

D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 


3h. TOP code (click here for TOP code website) 095680 

4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
This course is designed to give the student an understanding of the total quality 
approach to quality management. The total quality philosophy is an approach to 
doing business that Incorporates continuous improvement techniques and 
em lo ee trainin to increase overall erformance and com etitiveness. 
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To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If ou select the entire box that the words are within it won't ive an accurate count. 

5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 

ra box below . 
This course is designed to present the concept of total quality control through the 

stud of techni ues resentl used b indus 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 

Careful! If ou select the entire box that the words are within it won't ive an accurate count. 


6. Need/Justification in ra box below 

This advisory committee approved course will provide students with a pathway to 
a certification in Manufacturing Quality Assurance that will enable both entering 
and incumbent workers to become more flexible and knowled eable em lo ees. 

rocess. See Forms E1-E4 for details. 

rocess. See Forms E1-E4 for details. 

7c. Recommended Preparation (in gray box below): 

Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 

details. 

None. 

7d. Other Enrollment Criteria: 

None. 

8. Learning Objectives: (express in behavioral terms in gray box below): 
U on the com letion of the course the student will be able to do the followin : 

1 . 	 Compare and contrast the key elements of total quality. 
2. 	 Explain the rationale for the total quality approach to doing business. 
3. 	 Identification and assessment of the steps in the strategic planning 

processing. 
4. 	 Examine and describe the relationship between quality and 


competitiveness. 

5. 	 Compare and contrast leadership and management. 
6. 	 Formulate procedures to promote diversity in teams. 
7. 	 Explain the total quality philosophy of training distinguish how it differs 

from education. 
8. 	 Compare and contrast the tools used in the total quality setting. 
9. 	 Define decision making and examine problem solving as it relates to total 

quality. 
10. List and ex lain the re uirements for total uali 

1. The Total Quality Approach to Quality Management 
• Views and definitions of quality 
• Key elements of quality 
• Total quality pioneers 
• The success and future of quality management 

2. Strategic Management: Planning and Execution 
• Definitions and com onents of strate ic mana ement 
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• Strategic planning 
• SWOT analysis 
• Developing the vision, mission and guiding principles 
• Developing broad strategic objectives and specific tactics 
• Executing the strategic plan 

3. Quality Management and Ethics 
• Ethics, trust, values, integrity and responsibility in total quality 
• Manager's role in ethics 
• Organization's role in ethics 
• Handling ethical dilemmas 
• Ethics training and codes of business conduct 

4. Customer Satisfaction and Retention 
• Understanding customer-defined quality 
• Identifying internal and external customer needs 
• Customer-defined value analysis 
• Customer retention and customer focus 
• Value perception and customer loyalty 

5. Leadership and Change 
• Leadership definition and styles 
• Leadership, motivation and inspiration 
• Leadership versus management 
• Ethics and Change 

6. Team Building and Teamwork 
• Building teams and making them work 
• Character traits and teamwork 
• Coaching teams 
• Handling conflict in teams 
• Inhibitors and rewards of teamwork 

7. Overview of Total Quality Tools 
• Pareto charts 
• Cause-and-effect diagrams 
• Check sheets 
• Histograms 
• Scatter diagrams 
• Run charts and control charts 
• Stratification 

8. Problem Solving and Decision Making 
• Solving and preventing problems 
• The decision making process 
• Objective versus subjective decision making 
• Scientific decision making and problem solving 
• Employee involvement 
• Management information systems 

9. Continual Improvement 
• Rationale for continual improvement 
• Management's role in continual improvement 
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• Essential activities and structure 
• The scientific approach 
• Identifying needs and developing plans 
• Improvement strategies 

10. Benchmarking and Just-In-Time Manufacturing 
• Definitions, rationales and approaches 
• Benefits and requirements 
• Obstacles and resources 
• Role of management 
• Selection of processes 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction ma include, but are not limited to the followin : 

1. Lecture presentation and discussion with supporting visual materials 
introducing total quality management for production, processing and 
services. 

2. Group projects and presentations such as an analysis of the cause of a 
production problem, possible courses of action, recommendations for the 
preferred course of action, and probable short and long-term outcomes. 

3. Technical writing paper (APA format) of appropriate manufacturing topic 
and presentation of material. An appropriate topic might be "The Total 
Quality Approach to Quality Management" including views and definitions of 
quality, key elements of quality, total quality pioneers, and the success and 
future of quality management. 

4, Problem solving team projects. Such problem solving team projects might 
include comparing and contrasting the tools used in the total quality 
setting; identifying and assessing the steps in the strategic planning 
process; or, the examination and explanation of the rationale for the total 

uali a roach to doin business. 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the followin : 

1. Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and simulated quality assurance. 

2. Students will be evaluated on their written assessment of the benefits of 
total quality management implementation into the manufacturing 
environment and presentation to the class of this information (informational 
topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts 
including teamwork, communication, leadership, types of tools, etc. 

4. A mid-term and final examination will be given which show student 
understanding of terminology, knowledge of subject matter, and ability to 
contrast and evaluate why implementing total quality systems can improve 
the roductivi and com etitiveness of an or anization etc. 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assi nments ma include but are not limited to the followin : 
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comparing and contrasting the use of total quality tools and techniques to 
increase productivity in the manufacturing workplace. Use APA format to 
keyboard this 5-10 page report. Create a PowerPoint presentation of the 
data for your class presentation. 

2. In written format, students will describe the rationale for using total quality 
strategies to increase productivity and identify the resources needed for 
implementation. 

3. Group presentations of problem solving exercises will be made regarding 
qualitv assurance applications in the manufacturina environment. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 
Goetsch. David L. & Davis. Stanley B. 
(Author) 

Quality Management- Introduction to Total Quality Management for Production, 
Processina. and Services (5th edition) 
(Title) 

Prentice Hall 0-13-118929-8 2006 or most current 
(Publisher) ISBN (Publlcation Date) 

(2) Required: 

(Author) 

ffitle) 

(Publisher) ISBN (Publlcation Date) 

(1) Supplemental: 

(Author) 

(Title) 

(Publisher) ISBN (Publlcation Date) 

Other Reference Materials/Supplies 

ENGR 107 new DEC 06 
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Submitted by: ~D_a_v_i_d_R_._H_u n_t_-_A_s_s___	 10/20/09_ ocia_te_Fa_c_u_lty~----~' Date: 
Subject Course
Discigline Degartment Iselect from this 


I~l!Ct f rom thi" Ii!!!\ lv!l!C~ from • h i~ I i~!\ ll!:! l Number Title 


' 

Machine Tool Engineering ENGR 1114 IMachine Tool Technology 
Technology 

I 
~ -  -  ~ 

History- M HIST HIST 151 History and Appreciation of Dance 
Dance  M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: a) 001 -069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form ). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 2 1 - 3+ 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units-64-72 4 units - 192-216 32-36 + 48-54 -- 80-90 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from ~-

Pass/No Pass Yes 

095680 

Yes or No Maximum ~30 Enter number (usually Yes) EnroIIment: 	 ALLOW 
(click here for TOPPass/No Pass No Yes or No 	 TOP code 
code website) ONLY (usually No) 	 (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1. justify with one of the following) be Because the course content differs each time it is offered ... 

~----- ... il!1J!. the student who repeats it is gaining an expanded educational experience because skiffs and proficiencies are 
1-----< 	 enhanced by supervised repetition and practice within class periods 

. , . il!1J!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which teaming objectives are 
obtained. 

taken 

~--~

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe .the course}. (75 words or less in gray box below). ··- 

This course gives students an understanding of the fundamentals and uses of 
machine tool technology in the manufacturing and environmental industries. 
Lecture/theory instruction wlll be followed by demonstrations and hands-on use of 
m_~ny of the ~.!1-~l!ine tools currenU used i!!_indua _ _ _ .. ··- --- ..... 

To count words, select only the words within the catalog description, then go to Tools. and to Word Count. careful! If you -- 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 

Please onl describe the course}. {25 words or less in gray bo~elo;y ··- - .. - - - -------------------, 

This course gives students an understanding of the fundamentals and use of 
machine tool technol~ln t!le!"anufacturin and environmental industries. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (F~~~fo~~~on on demonstrating need, click !:!m.} ---·---- ---. 
This course will provide students with a pathway for earning a certificate in five 
different areas of manufacturing and solar/wind energy that will enable both entering 
and incumbent workers to become more flexible and knowled eable em lo ees. 
Prereguisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
~-----------~---------------------~ 

Coreguisite(s): 
Cor uisites thro ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recom111_end~ration goes through a separate approval process. See Forms E1-E4 for details. 

L&iil_~,~~~~~~~~~~~~~--~~~~~~~~~~~~~ 
Other Enrollment Criteria: 
[}[on~. __________ 

Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followin : 

1. Compare and contrast the key elements of machine tools~ ·· 

2. Explain the rationale for the use of a specific machine tool. 
3. 	Examine and describe the relationship of different machining processes. 
4. Compare and contrast conventional and non-conventional machining. 
5. 	Formulate procedures for manufacturing efficiency. 
6. Explain the process for determining machining steps. 
7. 	 Compare and contrast the tools used in different Industries. 
8. Identify and assess the steps in the selection of a machine tool. 
9. 	List and explain the requirements for machine tool selection. 
10. 	 Define decision-making and examine problem solving as it relates to 

machine tool technol 
Course Content: (please number the outline of main topics and subtopics) 

1. Introduction 
.J Introducing machine tools 
a Careers in manufacturing and environmental technology 

Personal safety 
o 	 Work piece holding 
o 	 Lubricants and cutting fluids 

2. 	Materials 
o 	 Iron and steel 
o 	 Nonferrous metals and alloys 
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a Designation and identification 
3. 	 Measurement and layout 

a Linear measurement 
a Layout tools and techniques 
a Calipers, micrometers and verniers 

4. 	Threads and thread cutting 
a Screw threads 
a External threading 
a Internal threading 

5. 	 Abrasives and grinding 
a Sanding and grinding machines 
a Surface grinders 
a Tool grinders 
a Cylindrical grinders 

6. 	 Power saws 
a Stock cutoff machines 
a Band sawing 

7. 	 Drilling machines 
a Machine types 
o Drill bits, sleeves, sockets and chucks 
o Drilling operations 

8. Turning machines 
o Machine types 
o Cutting tools 
o Intemal operations 
o External operations 

9. Milling machines 
o Machine types 
o Cutting tools 
o Squaring, pockets, grooves and keyways 
o Drilling, boring and dividing 

10. 	 Modern machining processes 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

1. Lecture presentation and discussion with supporting visual materials introducing 
machine tool technology for production, processing, installation and services. 
2. Group projects and presentations such as an analysis of a cause of a production 
problem, possible courses of action, recommendations for the preferred course of 
action, and probable short and long-term outcomes. 
3. Problem solving team projects. Projects might include comparing and contrasting 
the tools used in the industrial setting; identifying and assessing the steps in the 
manufacturing process; or the examination and explanation of the rationale for the 
selection of a specific machine tool. 
4. Demonstration of the correct set-up and safe operation of different machine tools. 
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Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

1. Students will be evaluated on their successful participation in topical discussions, 
problem solving activities and machine tool operation. 
2. Students will be evaluated on their written assessment of the benefits of efficient 
machine tool selection into the manufacturing environment and presentation to the 
class of this information (informational topics will vary). 
3. Quizzes - periodic short objective tests of course related concepts including 
materials, speeds and feeds, measurement, types of machine tools, etc. 
4. A mid-term and final examination will be given to show student understanding of 
terminology, knowledge of subject matter, and ability to contrast and evaluate why 
efficient machine tool selection can improve the productivity and competitiveness of 
an organization, etc. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. Project-based learning - Students will produce an analysis of production problem 
within the laboratory environment using a variety of machine tool applications used 
specifically to solve the potential problems. This project will be graded on a 
point/tolerance scale. 
2. Problem-based learning - Group presentations of problem solving exercises will 
be made regarding machine tool applications in the manufacturing and 
environmental environments. A typical scenario might be: 'A worker has turned a 
shaft requiring tolerances of plus or minus .003". Upon measuring, you find that one 
end of the shaft is a larger diameter than the other end. What might be the reason for 
this discrepancy and how would you remedy the situation?' 
3. Research project based on internet and printed sources - A technical writing 
paper (APA format) of appropriate machine tool topic and presentation of material. 
An appropriate topic might be: 'The correct machine tool choice for production 
efficiency' including definitions of machining, key elements of machine toot 
selection and the success and efficienc of manufacturin methods. 

& White Machine Tool Practices 
Author Title 

I Prentice Hall I 918-0-13.501508-1 j 2010 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Su lemental 1 
Krar, Gill, Smid Technolo of Machine Tools 
Author Title 

\ McGraw-Hill I0011232259 12001 



Mt. San Jacinto College 

Page 5of 5 Integrated Course Outline of Record FormB 


Publisher ISBN Publication Date 

Su lemental 2 : 
o. D. Lascoe Machine Sha erations and Setu s 
Author 

IAmerican Technical Publishers 
Title 

Io-a2a9-1 a42-s [ 1994 
Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

Rev JAN 09 
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Submitted by: ~D_a_v_id_R_._H_u_nt - A__ _	 I10/20/09__sso_c_ia_t_e_F_ac_ul~ty~---~I Date: 
Subject Course

Discigline Degartment 1se1ect from this 

1-.1- • from thi~ list\ l~leci from this list \ lisl\ Number Title 


116 Energy Efficiency andENGREnvironmental ~ngineering__ 
Construction MethodsTechnology 

I 
-
~ 

I 

History - M HIST HIST 151 History and Apprec1at1on of Dance 
Dance- M 

DAN 	 DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001-069 Non-Degree credit , b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class lime. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 3 0 3+ 	 -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units - 192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from~· 

Pass/No Pass Yes 

0946.10 

Yes or No Maximum ~O Enter number (usually Yes) EnroIImen:t ALLOW 
Pass/No Pass No Yes or No TOP code (c lick here fo r TOP 

code website)ONLY (usually No) 	 (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found ~) .Can 
1 (If more than 1. justify with one of the following) be Because the course content differs each time It Is offered ... 

~---+---~ 

... fH1S! the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1-----1 	enhanced by supervised repetition and practice with in class periods 

... fH1S! the student who repeats it is gaining an expanded educational experience because acti ve participatory 
experience In individual study or group assignments is the basic means by which /earning objectives are 

._______. 	 obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-Oegree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course). (75 words or less in qrav box below). 

This course provides an overview of the green construction movement and the basic 
factors involved with designing a new ecological home. Topics include green 
construction methods and sustainable systems. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

This course provides an overview of the green construction movement and the basic 
factors involved with designing a new ecological home. Topics include green 
construction methods and sustainable systems. 
To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The 'green construction' field is a large and fast growing segment of the U.S. 
economy and southern California is one of the main centers of research, 
development and production. MSJC must meet the needs of its student population by 
providing certificate programs in this emerging field to expand employment and 
educational opportunities. The proposed certificate areas are: Solar Photovoltaic 
Technology, Solar Thermal Technology, Small Wind Energy Technology, Green 
Collar Manufacturing and Manufacturing Quality Assurance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prere uisite Subcommittee 

None. 
Coreq uisite( s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the following: 

1. Explain the basic design principles and technologies of sustainable systems. 
2. 	 Describe the benefits and limitations of sustainable shelter. 
3. Compare and contrast renewable energy and non-renewable energy. 
4. Investigate the potentials of green building technologies to help solve 

environmental and economic problems. 
5. 	 Examine and describe how the manufacturing industry is involved in the green 

construction industry. 
6. 	Explain the concept of energy efficiency. 
7. 	 Investigate and report on the potential energy savings through energy 

efficiency and conservation methods. 
8. 	 Discuss concepts and issues related to the sustainable shelter movement. 

Course Content: (please number the outline of main topics and subtopics) 

1. 	Introduction 
o 	 Sustainable shelter 
o 	 Environmental, political and economic issues 
o 	 M.S.J.C. Solar, Wind and Manufacturing certificate programs 
o 	 Green building 
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a 	 Site selection 

2. 	Green Construction 
o 	 Building materials 
o 	 Energy efficiency 
o 	 Natural Building 
o 	 Earth-sheltered architecture 

3. Sustainable Systems 
o 	 Passive solar heating 
o 	 Passive cooling 
o 	 Green power 
o 	 Water and waste 
o 	 Landscaping 

4. 	Green Construction Industry 
o 	 Career opportunities 
o 	 Economic and environmental analysis 
o 	 Overcoming barriers to implementation 
o 	 Government regulations 
o Public perception and policies 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. 	Lecture presentation and discussion with supporting visual materials 

introducing green construction technologies. 


2. 	Group projects and presentations such as an analysis of a site selection 
problem, possible courses of action to remedy the problem, recommendations 
for the preferred course of action, and probable short and long-term 
outcomes. 

3. 	 Problem solving team projects that might include comparing and contrasting 
energy sources for efficiency and cost to meet a specified set of parameters. 

4. 	Demonstrations of how sustainable shelter systems operate. 
5. 	Guest speakers from industry to offer insights into employment opportunities 

and career pathways. 
6. 	To ical rou discussions of indus trends and directions. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course obiectives. Methods of evaluation may include but are not limited to the followinQ: 

1. 	Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and ability to explain green 
construction concepts. 

2. 	Students will be evaluated on their written assessment of the benefits of an 
efficient alternative energy choice and their presentation of information to the 
class (topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts. 
4. A mid-term and final examination will be given to show student understanding 

of terminology, knowledge of subject matter, and ability to contrast and 
evaluate the importance of the proper site selection , construction methods 
and conservation choices, etc. 
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Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin • as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	Problem-based learning and team building - Students will work within a group 
setting to problem solve regarding energy source selection and application 
efficiency. 

2. Research project based on internet and printed sources - Students will be 
required to write a research based technical paper using APA format of 
appropriate green construction topics and will present their findings to the 
class. 

3. 	 Quizzes and Examinations will be given to test student knowledge on the 
a ro riate ener source selection and a lication efficienc . 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Daniel Chiras The New Ecolo ical Home 
Author Title 

I Chelsea Green Publishers I 9781931498166 I2004 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

NEW JAN 09 
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Submitted by: David R. Hunt-Associate Faculty Date: I 10/07/09 
Subject Course

Discigline Degartment I select from this 

1""i...c1 from this list) l <"i""t fro m this list) list\ Number Title 


Environmental Engineering ENGR 119 Small Wind Energy 
Technology Installation 

II 

I 
I 

History- M HIST HIST 151 History and Apprec1at1on of Dance 
Dance- M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: a) 001 -069 Non-Degree credit , b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unlt-16-18 
2 units - 32-36 

Lab 
Units/Hours 
1 unit - 48-54 
2 units - 96-108 

Lecture Units 
3 

Lecture Hours 
+ 

Lab Units 
0 

Lab Hours 
--

Total Units 
3 

Total Hours 
3 units - 48-54 
4 units-64-72 
5 units - 80-90 

3 units -144-162 
4 units - 192-216 
5 units - 240-270 

48-54 + 0 -- 48-54 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from ~. 

Pass/No Pass Maximum Yes or No Enter number Yes (usually Yes) Enrollment: ALLOW 
Pass/No Pass Yes or No 	 TOP code Iclick here for TOP0946.10(usually No) code website) ONLY (choose only 1) 

'---------' 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~·Can 
1 (If more than 1. justify with one of the following) be ~--+--B_ec_a__use..,the course content differs each time it is offered .. . 

... ~the student who repeats it is gaining an expanded educational experience because skllls and proficiencies are 
1-----i 	enhanced by supervised repetition and practice within class periods 

... ~the student who repeats it is gaining an expanded educational experience because active participatory 
experience In individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

~--~

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please onl describe the course . 75 words or less in ra box below . 

This course provides students with a comprehensive guide to the design, installation 
and evaluation of residential small wind energy systems. The course will cover the 
principles of wind energy technology and how to effectively incorporate small wind 
ener s stems into residential a lications. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course provides students with a comprehensive guide to the design, installation 
and evaluation of residential small wind ener s stems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The 'clean energy' field is a large and fast growing segment of the U.S. economy and 
southern California is one of the main centers of research, development and 
production. MSJC must meet the needs of its student population by providing 
certificate programs in this emerging field to expand employment and educational 
opportunities. The proposed certificate areas are: Solar Photovoltaic Technology, 
Solar Thermal Technology, Small Wind Energy Technology, Green Collar 
Manufacturin and Manufacturin Quali Assurance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E 1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

SEMA - 100 (with a grade of C or better) and ENGR - 114 (with a grade of C or 
better. 
Coreguisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

J None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. 	 Describe the advantages and disadvantages of installing a small wind energy 
system. 

2. 	 Differentiate between wind power and wind speed. 
3. 	 Design a proposal of a small wind energy system, integrating cost estimates, 

size, performance and value. 
4. 	 Analyze various energy sources that can be interfaced with small wind 

energy systems. 
5. 	 Explain the type of battery storage requirements for a small wind energy 

system. 
6. 	 Distinguish between the different types of wind turbine blades. 
7. 	 Differentiate between different types of hybrid systems. 
8. 	 Describe electrical utility intertie. 
9. 	 Apply small wind energy theory to daily household uses. 

Course Content: (please number the outline of main topics and subtopics) 

1. Introduction 
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o Wind power and speed 
o 	 Sweptarea 
o 	 Distribution and resources 

2. Wind Turbine Performance 
o 	 Estimating performance 
o Swept area method 
o Power curve method 

3. Wind Turbine Technology 
o 	 Configurations 
o 	 Blades 
o 	 Orientation 
o 	 Generators and controls 

4. Applications 
o 	 Utility intertie 
o 	 Off-the-grid 
o 	 Hybrid systems 
o 	 Pumping 
o 	 Heating 

5. Site Selection and Safety 
o 	 Tower height 
o Tower placement 
o 	 Noise 
o 	 Safety 

6. Installation 
o 	 Tower raising 
o 	 Grip hoists 
o 	 Conductors 
o 	 Maintenance 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

1. 	Lecture presentation and discussion with supporting visual materials that 
integrate small wind energy concepts and theories with safety and installation. 

2. 	Group projects and presentations such as an analysis of a small wind energy 
installation problem, possible courses of action to remedy the problem, 
recommendations for the preferred course of action, and probable short and 
long-term outcomes. 

3. 	 Problem solving team projects that might include comparing and contrasting 
voltage needs for efficiency and cost to meet a specified set of parameters. 

4. Demonstrations of small wind energy applications that integrate innovative 
technologies with safety and installation. 

5. Guest speakers from industry to offer insights into new legislation 
requirements well as small wind energy employment opportunities and career 
pathways. 
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6. Topical group discussions of small wind energy trends and industry 
re ulations. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

1. 	Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and ability to explain small wind energy 
concepts. 

2. 	 Students will be evaluated on their written assessment of the benefits of 
installing a small wind energy system and their presentation of information to 
the class (topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts. A typical 
content question might be 'Why is it important to consider regional climate 
when making a decision regarding small wind energy integration?' 

4. A mid-term and final examination will be given to show student understanding 
of terminology, knowledge of subject matter, and ability to contrast and 
evaluate the importance of the proper installation of small wind energy 
systems. Examinations may include additional sections such as short answer, 
multiple choice and true/false. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Reading and writing, as well as out of class assignments are required. These assignments may include but are not limited to the following: 

1. 	Problem-based learning and team building - Students will work within a group 
setting to problem solve regarding small wind energy regulations and 
installation. 

2. Research project based on internet and printed sources - Students will be 
required to write a research based technical paper using APA format of 
appropriate small wind energy topics and will present their findings to the 
class. 

3. Quizzes and Examinations will be given to test student knowledge on the 
appropriate small wind energy and application efficiency. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Required (1 ): 

I Paul Gipe 	 IWind Energy Basics 
Author 	 Title 

I Chelsea Green Publications I9181603s8o3o4 I2009 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 
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Publisher 

I 
Supplemental (2): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

I 
Supplemental (3): 

Author 

ISBN 

Title 

Publication Date 

Publisher 

NEW JAN09 
ISBN Publication Date 
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Submitted by: .__IK_.D_l_M_E_M_M_O_/D_._H_U_NT_______~I Date: I 10/19/09 
Subject CourseDiscigline Degartment 1se1ect from this 

/~•'-• frnm •hi• u~o (,.,,; .....t tr~ thi.. li "1 1 1)"1\ Nu_mber Title 
BUSINESS BADM SEMA 100 Our Sustainable Future 

1 
History  M 
Dance  M 

HIST HIST 

DAN DAN 

151 

100 

History and Appreciation of Dance 

History and Appreciation of Dance 

Course Number: a) 001-069 Non-Degree credit, b} 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 

Lab 
Units/Hours 

Lecture Units 
3 + 

Lab Units 
0 --

Total Units 
3 

1 unit-16-18 1 unit - 48-54 
2 units  32-36 2 units  96-108 Lecture Hours Lab Hours Total Hours 
3 units  48-54 
4 units-64-72 

3 units  144-162 
4 units-192-216 48-54 + 0 -- 48-54 

5 units  80-90 5 units  240-270 

AA/AS Degree General Ed Breadth Area(s): '---8_2___,_______,_________, 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~

Pass/No Pass YES 

0506.00 

Yes or NoMaximum ~40 Enter number 
(usually Yes) EnroIImen:t ALLOW 

Pass/No Pass NO Yes or No TOP code (click here for TOP 
code website) ONLY (usually No) (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~
1 (If more than 1, justify with one of the following) 


'----+--=B:.:::ec;::.:a::..:u:..::s.::..,e the course content differs each time It is offered ... 

taken ... fills!. the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 

enhanced by supervised repetition and practice within class periods 
... fills!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 

Catalog Descrigtion: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. This course will increase student awareness of the 

REV 7/09 
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ecosystem, human society, and the economy. Discussions will include innovative 
uses of renewable resources, production processes, human capital, alternative 
forms of energy, transportation, building materials, food production, media, 
education, urban lannin , new wa s to build coalitions and foster communi trust. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl desaibe the course . 25 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course will count towards the requirements of the SEMA employment 
concentration and Solar Wind and Manufacturing Energy Employment 
Concentrations, will be degree applicable and will be CSU transferable. 
Prereguisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Coreguisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followinq: 

1. Demonstrate the historical, scientific, philosophical and institutional origins of the 
current sustainability movement. 
2. Define sustainability and evaluate the sustainability of particular systems and 
practices in contrast to others. 
3. Explain the interdependent relationship between the economy, society and the 
ecosphere using a systems theory approach. 
4. Discuss the current problems that plague the ecosphere, human societies and 
modern industrial capitalism and discuss theories and possible remedies necessary 
to reverse these trends. 
5. Demonstrate the mechanics of alternative energy, transportation, building 
materials, food production, community planning, and innovations of other industries 
and organizations that will provide new forms of employment and new forms of 
living. 
6. Analyze the political and cultural challenges of sustainability implementation. 
7. Develop ideas to create common ground and promote the principles of 
sustainability to diverse groups of people. 
8. Demonstrate the skills of civic participation and the importance of implementing 
them. 
9. Access and evaluate sources of information on sustainability issues. 
Course Content: (please number the outline of main topics and subtopics) 

Unit 1 Introduction to Sustainability 
What is Sustainabilit ? 

REV 7/09 




Mt. San Jacinto College 

Page 3of5 Integrated Course Outline of Record FormB 


a. Definitions of sustainability 
b. Elements of sustainability (Environmental, Social, Economic) 
c. Historical origins of sustainability movement 
d. Philosophy of sustainability movement 

Unit 2 Why is Sustainability Necessary? 
Historical Background 

a. Socio-Cultural Development 
b. The Industrial Revolution 
c. Philosophical Views of Nature 

Unit 3 Global Sustainability Conditions 
Current Conditions 

a. Socio-Cultural - Growing Global Inequality 
b. Economic - Shareholder vs. Stakeholder Interests 
c. Ecosphere - The Early Warnings: There are Limits 

Unit 4 Environmental Science Today 
a. Resource Depletion 
b. Pollution -Air, land, water 
c. Loss of Biodiversity - species extinction 
d. Global Warming 
e. Ecological Footprint 

Unit 5 Who Will Lead? 
The Scientific Community/Third-World Farmers and Workers/ Global Corporations 
Detail and give a case study 

a. The Triple Bottom Line 
b. Cradle-to-Cradle manufacturing 
c. Eco-Efficiency 
d. Biomimicry 
e. Economic and environmental analysis 
f. Overcoming Barriers 
g. Governmental Regulations 
h. Case studies 

Unit 6 Who Will Lead? 
Educational Institutions/States, Cities and Individual Citizens 

a. Talloires Declaration 
b. Economic and Environmental Analysis 
c. Overcoming Barriers 
d. Governmental Regulations 
e. AASHE 
f. K-12 
g. Case Studies 

Unit 7 Implementation: Energy Sources 
a. Fossil Fuels 
b. Solar Ener 
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c. Wind Energy 
d. Hydropower 
e. Bio-fuels 
f. Hydrogen Fuel Cells 
g. Human Power 

Unit 8 - Energy Efficiency 
a. Conservation Strategies 
b. Construction methods 
c. Recycling 
d. Savings calculations 

Unit 9 - Manufacturing in the energy industry 
a. Solar PV panel production 
b. Wind Turbine production 
c. Bio-fuel production 
d. Green manufacturing 

Unit 10 - Renewable Energy Industry 
a. Career Opportunities 
b. Public perception and policies 

A. Lecture and discussion to explain historical, scientific, philosophical and 
institutional origins of the current sustainable movement. 
B. Guest speakers (Faculty, Community Members) to provide insight as to the 
current sustainable practices within the community at different levels. 
C. Readings in the field of study (trade books, journal articles, 
institutional/organizational pledges, proclamations, treaties, laws) to assist students 
in understanding the current status of the sustainable movement on a domestic and 
global level. 
D. Class activities ( small group interaction, group service-learning , individual and 
learning team evaluations, guided discussion, student presentations) to assist 
students in understandina concepts of sustainability. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followinq: 

1. Quizzes and tests to determine student's understanding of and ability to apply 
concepts of sustainability. 
2. Writing Assignments that are comprehensive that establish a strong 
understanding of sustainable practices within global and domestic environments. 
3. Group Project/Presentation that encourages students to work together to identify 
sustainable practices within the global and/or domestic business environment. This 
presentation helps student recognize the successful sustainable practices that will 
affect the future. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1 . 	 Written analysis of current local and personal sustainable issues that are 
ournaled.ularl 
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2. 	 Informal evaluations ofstudent discussions of current sustainability 
business news. 

3. Group projects and presentations on sustainability issues. 
4. 	 Midterm/Final Exam in multiple choice and essay format that will assess 

students comprehension of important sustainability concepts and theories. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Edward, Andres R. The Sustainability Revolution: Portrait of 

a Paradi m Shift. 
Author 

INew Society Publishers 
Title 

I2005 
Publisher 

Required (2): 
ISBN Publication Date 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Title 

I Chelsea Green Publishers I 9151933392121 12001 

ISBN 	 Publication Date 

1 
The Citizen-Powered Ener Handbook 

Publisher 	 ISBN Publication Date 

Su lemental 2 : 
Komor, Paul 	 Renewable Ener 
Author 	 Title 

Diebold Institute for Public Policy 0-595-31218-7 2004 
Studies 
Publisher ISBN Publication Date 

Su lemental 3 : 
Boyle, Godfrey, Everett, Bob and Energy Systems and Sustainability: 
Rama e, Janet Power for a Sustainable Future 
Author 	 Title 

I Oxford Press I 0-19-92&119-2 12004 
Publisher ISBN Publication Date 

NEW JAN 10 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, CA 92583 

David R. Hunt, Associate I 
Author: I. Faculty Date: 12-12-06 

Discipline(s): I1. I 2. I 3. 

1. Course Title: I M.S.S.C. High-Performance Manufacturing 
If this course is having asubject or number change, the course author must include after the Course Title 
(formerly {Subj}{Course Number} ie. Technolo in the Classroom former! COE 160 
2. Course Number: ENGR 106 

'---~~~~~~~~~~~~~~~~~~~~~~~ 

3. Miscellaneous: 
3a. Units/Hours 

Lecture Lab Lecture
Units/Hours Units/Hours Total Units Units Lab Units1 unit-16-18 1 unit-48-54 


2units - 32-36 
 2units - 96-108 3 3 0-- +3units - 48-54 3units -144-162 

4 units - 64-72 
 4 units - 192-216 Lecture 

5 units - 80-90 
 5 units - 240-270 Total Hours Hours Lab Hours 

48-54 48-54 0I -- I I+ I 
3b. Credit Type 

De t: 

x 
~~~~~~~~~~~~~~ 

Pro ram: Manufacturin 

x Degree Credit 
(70 & higher) 

Non-Degree 
Credit(69 & lower) 

3c. AA/AS Degree Pattern 
General Ed Breadth 

Area(s): 

3d. Maximum Enrollment: 30 Enter number 

3e. Credit/No Credit ONLY No Yes or No (usually No) 

3f. Credit/No Credit ALLOW Yes Yes or No (usually Yes) 

E 
3g. Can be taken 111 time(s) for credit(maximum4):

L_j (If more than 1, justify with one of the following) 

It is a lab class that emphasizes the development of skills over time 

It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) j 095600 I 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 
Qrav box below). 
This course is designed to prepare the student for a nationally recognized 
certification test program by the Manufacturing Skills Standards Council (MSSC). 
The MSSC is a nationwide, industry-driven system that certifies the foundational 
skills and knowledge of students and of front-line production workers from entry
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level to first line of supervision in all sectors of manufacturing. The system 
includes assessments in four modules: Manufacturing Processes and Production, 

Quality Assurance. Maintenance Awareness and Safety. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 

Careful! If you select the entire box that the words are within, it won't give an accurate count. 

5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 

or employment concentration applicability. Please only describe the course). (25 words or less in 

gray box below). 


This course is designed to prepare the student for a nationally recognized 

certification test proaram by the Manufacturing Skills Standards Council (MSSC). 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 

Careful! If you select the entire box that the words are within it won't i:iive an accurate count. 

6. Need/Justification (in gray box below) 

This Advisory Committee recommended course will provide industry with a new 
set of tools to ensure that both entering and incumbent workers are flexible, easily 
trainable workers that have the foundational skills and knowledge to facilitate 
innovation and keep pace with technological change. This system has the 
potential to certify millions of production workers against industry-recognized, 
federally-endorsed standards. Just as ASE (Automotive Service Excellence) 
certification is now commonplace in automotive repair, MSSC certification is 
intended to become commonplace in our nation's manufacturing industries as 
well as emplovment in a varietv of enaineerina fields. 
7a. Prerequisite(s) (in gray box below): 
Prereauisites ao through a separate approval process. See Forms E1-E4 for details. 

None. 

7b. Corequisite(s) (in gray box below): 

Corequisites go through a separate approval process. See Forms E1-E4 for details. 


None. 

7c. Recommended Preparation (in gray box below): 

Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 

details. 


None. 

7d. Other Enrollment Criteria: 

None. 

8. Learning Objectives: (express in behavioral terms in gray box below): 

Upon the completion of the course the student will be able to do the following: 


1. 	 Identify key knowledge and skills required for success in production 

manufacturing. 


2. 	 Compare and contrast regulations and standards affecting manufacturers. 
3. 	 Identify what production workers can do to maintain a safe work area. 
4. 	Explain why effective communication is essential to success in 


manufacturing. 

5. 	 Describe the benefits of teamwork and identify four types of manufacturing 

teams. 
6. 	 Identify the types and needs of external and internal customers. 
7. 	 Describe the major stages involved in producing products and identify the 

resources needed for production. 
8. Assess and identify how tools and equipment are used in manufacturing. 
9. 	 Explain the need for planning and identify the key elements of production 
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planning. 
10.Analyze and describe the main types of inventory, costs and elements of a 

supply chain. 

9. Course Content: (outline of main topics and subtopics in gray box below) 

1. The World of Manufacturing 
• Careers in Manufacturing 

a. Choosing a career 
b. Working on the frontlines 
c. Skills for success 

• Trends in Manufacturing 
a. The impact of manufacturing 
b. Responding to expectations 

• Inside the Workplace 
a. Inside Intel 
b. Inside Harley-Davidson 
c. Inside Union Carbide 
d. Inside American Licorice 

2. A Safe and Productive Workplace 
• Safety Practices 

a. Creating a safe workplace 
b. Practicing safety 
c. Keeping the workplace safe 

• Communication Skills 
a. Communication basics 
b. Communication strategies 

• Teamwork Skills 
a. Building successful teams 
b. Working in a team 
c. Training and leadership 

• Meeting Customer Needs 
a. Identifying customer needs 
b. Customer contact 

3. Producing Products 
• Production Basics 

a. Creating products 
b. Types of production 

• Production Materials 
a. Engineering materials 
b. Chemicals, fossil fuels and food 
c. Testing, selecting and developing materials 

• Tool and Equipment Operation 
a. Tool and equipment use 
b. Tool safety and maintenance 
c. Equipment procedures and training 

• Production Planning and Work Flow 
a. Production planning 
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b. Work flow 
• Production Components 

a. Materials inventory 
b. Time and costs 
c. Production systems 

• Controlling and Documenting Production 
a. Controlling the process 
b. Documenting the process 

• Packaging and Distributing Products 
a. Product packaging 
b. Product distribution 

4. Quality Management 
• Continuous Improvement 

a. Focus on quality 
b. Improving quality 

• Inspection and Auditing 
a. Quality inspections 
b. Quality audits 

• Preventive and Corrective Actions 
a. Eliminating nonconformities 
b. Verification and documentation 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction mav include, but are not limited to the following: 

1. Lecture presentation and discussion with supporting visual materials 
introducing manufacturing careers, trends, communication skills and other 
course topics. 

2. Group projects and presentations such as an analysis and description of 
the main types of inventory, costs and elements of a supply chain, etc. 

3. Technical writing paper (APA format) of appropriate manufacturing topic 
and presentation of material. 

4. Problem solving team projects. 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the following: 

1. Students will be evaluated on their successful participation in topical 
discussions, problem solving activities, and simulated exercises in 
production manufacturing. 

2. Students will be evaluated on their written assessment of the benefits of 
teamwork and identification of four types of manufacturing teams and 
presentation to the class of this information (informational topics will vary). 

3. Quizzes-periodic short objective tests of course related concepts 
including manufacturing regulations, standards, types of inventory, etc. 

4. A mid-term and final examination will be given which show student 
understanding of terminology, knowledge of subject matter, and ability to 
contrast and evaluate why effective communication is essential to success 
in manufacturing, regulations and standards affecting manufacturers, etc. 

12. Examples of Assignments: Students will be expected to understand and critique college 
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level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assignments may include but are not limited to the following: 

1. Within a given scenario analyze, prepare, and present a written report 
comparing and contrasting requirements for a safe and productive 
manufacturing workplace. Use APA format to keyboard this 5-10 page 
report. Create a PowerPoint presentation of the data for your class 
presentation. 

2. In written format, students will describe the main stages involved in 
producing products and identify the resources needed for production. 

3. Group presentations of problem solving exercises will be made regarding 
manufacturing processes and production, quality assurance, maintenance 
awareness, or safety. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) ReQuired: 
Manufacturinq Skills Standards Council 
(Author\ 

Hiqh-Performance Manufacturing  Portable Production Skills 
(Title) 

Glencoe/McGraw-Hill 0-07-861487-2 2006 
(Publisher\ ISBN (Publication Date\ 

(1) Supplemental: 

(Author) 

(Title) 

(Publisher) ISBN (Publication Date) 

Other Reference Materials/Supplies 

ENGR 106 new JUN 06 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, CA 92583 

David R. Hunt, Associate j 
Author: 1. Faculty Date: 19-10-06 

Discipline(s): I1. I2. 	 I3. 

1. Course Title: ITotal Quality Management 
If this course is having a subject or number change, the course author must include after the Course Title 
(formerly {SubjHCourse Number} ie. Technol in the Classroom former! COE 160 

2. Course Number: ENGR 107 
'--~~~~~~~~~~~~~~~~~~~~~~--' 

3. Miscellaneous: 
3a. Units/Hours 

Lecture 

Units/Hours 
 Units/Hours 


1 unit-16-18 
 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 
3 units - 48-54 3 units -144-162 
4 units - 64-72 4 units - 192-216 
5 units - 80-90 5 units - 240-270 

3b. Credit Type 

Total Units 
3 


Total Hours 
48-54 


-
-


-
-

t: Pro ram: 

Degree Credit 
De 

x 	 x (70 & higher) 

Lecture 

Units 


3 


Lecture 

Hours 

48-54 


Lab Units 
0+ 

Lab Hours 
0+ 

Manufacturin 
Non-Degree 
Credit (69 & lower) 

3c. AA/AS Degree Pattern LJ General Ed Breadth 

I~rea(s) I 
3d. Maximum Enrollment: Enter number 

3e. Credit/No Credit ONLY Yes or No (usually No) 

3f. Credit/No Credit ALLOW 

30 
No 
Yes Yes or No (usually Yes) 

3g. Can be taken 	 111 time(s) for credit (maximum 4): 
L:.J (If more than 1, justify with one of the following)

D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 095680 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
This course is designed to give the student an understanding of the total quality 
approach to quality management. The total quality philosophy is an approach to 
doing business that incorporates continuous improvement techniques and 
em lo ee trainin to increase overall erformance and com etitiveness. 
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To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within. it won't aive an accurate count. 
5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
gray box below). 

This course is designed to present the concept of total quality control through the 
study of techniques presently used bv industrv. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If vou select the entire box that the words are within it won't give an accurate count. 
6. Need/Justification (in gray box below) 

This advisory committee approved course will provide students with a pathway to 
a certification in Manufacturing Quality Assurance that will enable both entering 
and incumbent workers to become more flexible and knowledgeable employees. 
7a. Prerequisite(s) (in gray box below): 
Prerequisites go through a separate aooroval process. See Forms E1-E4 for details. 

None. 
7b. Corequisite(s) (in gray box below): 
Corequisites go through a separate approval process. See Forms E1-E4 for details. 

None. 
7c. Recommended Preparation (in gray box below): 
Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 
details. 
None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the following: 

1. Compare and contrast the key elements of total quality. 
2. Explain the rationale for the total quality approach to doing business. 
3. Identification and assessment of the steps in the strategic planning 

processing. 
4. Examine and describe the relationship between quality and 

competitiveness. 
--~ ~, 

5. Compare and contrast leadership and management. 
6. Formulate procedures to promote diversity in teams. 
7. Explain the total quality philosophy of training distinguish how it differs 

from education. 
8. Compare and contrast the tools used in the total quality setting. 
9. Define decision making and examine problem solving as it relates to total 

quality. 
10. List and explain the requirements for total aualitv implementation. 

9. Course Content: (outline of main topics and subtopics in gray box below) 

1. The Total Quality Approach to Quality Management 

• Views and definitions of quality 

• Key elements of quality 

• Total quality pioneers 

• The success and future of quality management 
2. Strategic Management: Planning and Execution 

Definitions and components of strateQic manaQement • 
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• Strategic planning 
• SWOT analysis 
• Developing the vision, mission and guiding principles 
• Developing broad strategic objectives and specific tactics 
• Executing the strategic plan 

3. Quality Management and Ethics 
• Ethics, trust, values, integrity and responsibility in total quality 
• Manager's role in ethics 
• Organization's role in ethics 
• Handling ethical dilemmas 
• Ethics training and codes of business conduct 

4. Customer Satisfaction and Retention 
• Understanding customer-defined quality 
• Identifying internal and external customer needs 
• Customer-defined value analysis 
• Customer retention and customer focus 
• Value perception and customer loyalty 

5. Leadership and Change 
• Leadership definition and styles 
• Leadership, motivation and inspiration 
• Leadership versus management 
• Ethics and Change 

6. Team Building and Teamwork 
• Building teams and making them work 
• Character traits and teamwork 
• Coaching teams 
• Handling conflict in teams 
• Inhibitors and rewards of teamwork 

7. Overview of Total Quality Tools 
• Pareto charts 
• Cause-and-effect diagrams 
• Check sheets 
• Histograms 
• Scatter diagrams 
• Run charts and control charts 
• Stratification 

8. Problem Solving and Decision Making 
• Solving and preventing problems 
• The decision making process 
• Objective versus subjective decision making 
• Scientific decision making and problem solving 
• Employee involvement 
• Management information systems 

9. Continual Improvement 
• Rationale for continual improvement 
• Manaaement's role in continual Improvement 
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• Essential activities and structure 
• The scientific approach 
• Identifying needs and developing plans 
• Improvement strategies 

10. Benchmarking and Just-In-Time Manufacturing 
• Definitions, rationales and approaches 
• Benefits and requirements 
• Obstacles and resources 
• Role of management 
• Selection of processes 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction ma include but are not limited to the followin : 

1. Lecture presentation and discussion with supporting visual materials 
introducing total quality management for production, processing and 
services. 

2. Group projects and presentations such as an analysis of the cause of a 
production problem, possible courses of action, recommendations for the 
preferred course of action, and probable short and long-term outcomes. 

3. Technical writing paper (APA format) of appropriate manufacturing topic 
and presentation of material. An appropriate topic might be "The Total 
Quality Approach to Quality Management" including views and definitions of 
quality, key elements of quality, total quality pioneers, and the success and 
future of quality management. 

4. Problem solving team projects. Such problem solving team projects might 
include comparing and contrasting the tools used in the total quality 
setting; identifying and assessing the steps in the strategic planning 
process; or, the examination and explanation of the rationale for the total 

uali a roach to doin business. 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the followin : 

1. Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and simulated quality assurance. 

2. Students will be evaluated on their written assessment of the benefits of 
total quality management implementation into the manufacturing 
environment and presentation to the class of this information (informational 
topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts 
including teamwork, communication, leadership, types of tools, etc. 

4. A mid-term and final examination will be given which show student 
understanding of terminology, knowledge of subject matter, and ability to 
contrast and evaluate why implementing total quality systems can improve 
the roductivi and com etitiveness of an or anization etc. 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assi nments ma include but are not limited to the followin : 



p. 5 of 5 Integrated Course Outline of Record Form B 

comparing and contrasting the use of total quality tools and techniques to 
increase productivity in the manufacturing workplace. Use APA format to 
keyboard this 5-10 page report. Create a PowerPoint presentation of the 
data for your class presentation. 

2. In written format, students will describe the rationale for using total quality 
strategies to increase productivity and identify the resources needed for 
implementation. 

3. Group presentations of problem solving exercises will be made regarding 
quality assurance applications in the manufacturina environment. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 
Goetsch, David L. & Davis, Stanley B. 
(Author) 

Quality Management- Introduction to Total Quality Management for Production, 
Processina. and Services (5t1t edition} 
(Title) 

Prentice Hall 0-13-118929-8 2006 or most current 
(Publisher) ISBN (Publication Date) 

(2) Required: 

(Author) 

(Title) 

(Publisher) ISBN (Publication Date) 

(1) Supplemental: 

(Author) 

(Title) 

(Publisher\ ISBN (Publication Date) 

Other Reference Materials/Supplies 

ENGR 107 new DEC 06 
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Submitted by: [i)&VfdR. Hunt ~ As~oclate Facul -----~ Date: [ 10/20/09 :=.=J 
Sub'ect Course

DisciQline DeQartment (selecl from this 
( selecl Imm thio.11.,,1 ,_._.,""""'""' ll<ttl ht\ Number 	 Title 

Machine Tool I Engineering ENGR I114 Machine Tool Technology 
Technology 

I 

History  M HIST HIST 151 History and Appreciation of Dance 
Dance- M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click !!D for the transfer fonn). 

rum: 	 If this course is having a subject or number change, the course author must include after the Course Title (fonner1y 
{SubjHCourse Number}) i.e. Technoloay in the Classroom <formerlv COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units
Lecture YQ 	 ··-·===- ·-1 --· 
!,!nits/Houa1 Units/Houa1 	 2 [- - 1 r 3+ 	 = 1 unit-16-18 1 unit- 48-54 L L 
2 units - 32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 

yz-====·~==·--- ··~ 
3 units - 48-54 3 unlts-144-162 1 
4 units-64-72 4 units-192-216 32-36 + 48-54 = 80-90 
5 units - 80-90 5 units- 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from ~ 

Pass/No Pass Maximum 30 . Enter number 	 Yes~l
EnroIImen·t ; ALLOW 
Pass/No Pass - No __ 1Yes or No TOP code 095680ONLY . ,__J (usually No) 	 (choose only 1) 

Yes or No 
(usually Yes) 

(click here for TOP 
code website) 

Can time(s) for credit{max 4)(More detailed information on course repeatability can be found~-
(If more than 1, justify with one of the following)be Because the course content differs each time ft is offered ... 

taken . ----i ... l!JSi the student who repeats it is gaining an expanded educational experience because skills and proficiencies are ~ 
l ' enhanced by supervised repetition and practice within class periods 
r . . .. 1l!lSl the student who repeats it is gaining an expanded educational experience because active participatoryI i experience in lndlvfdual study or group assignments ts the basic means by which teaming objectives are 

L-.---i obtained.

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 



I 

Mt. San Jacinto College 

Page2of5 Integrated Course Outline of Record Forms 


Please only 2escribe the course). (75 words or l~s.;_in ..........y._.box .-bel....,<m__._l -------- __sra ...__ ------	 -------. 

rThis course gives students an understanding of the fundamentals and uses of 
! machine tool technology In the manufacturing and environmental industries.
ILecture/theory instruction will be followed by demonstrations and hands-on use of 
l!!!_,any of the machine tools currentl used in i .~dus . __ _ __. 

- To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 

select the entire box that the words are within. it won't give an accurate count. 


Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 

I•1

eas;-:~":e'"g~::':'~:::n~~Je~.;.~~thefundamentals8nduseof 
chine tool technology in th~ manufacturl~nd environmental industries. _ 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 

box that the words are within, it won't give an accurate count. 


Need for the course: <For more infonnation on demo_!:lstratiryg need.• click~ ___ ··-----. 

s course will provide students with a pathway for earning a certificate in five 
erent areas of manuf. acturing and solar/wind energy that will ena-ble both entering 

d incumbent workers to become more flexible and knowled eable em lo ees. 
-·----~·--··-··-------------

Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarificatiQ!l, contact the Prerequisite Subcommittee) 

None. 
Corequisite(s): 
Corequisites go through a separate approval process. See Fonns E1-E4 for .Qetails.

INone. 
Recommended Preparation: 
~mmended Preparation goes througti .a separate approval process~ See Fsirms E1. -E4 for details. 

1 rtone.'"-------- ····- ----··- ·-·· . ------ 
Other Enrollment Criteria: 

[None. 	 ----··---·--------··-·--- --- ----··---···--·•A·---~ 

Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student_ ·-INill .be abl~ to do~~ foi~.!:!9_:--·----------------~ 

1. Compare and contrast the key elements of machine tools. 
2. Explain the rationale for the use of a specific machine tool. 
3. Examine and describe the relationship of different machining processes. 
4. Compare and contrast conventional and non-conventional machining. 
5. Formulate procedures for manufacturing efficiency. 
6. Explain the process for determining machining steps. 
7. 	Compare and contrast the tools used in different industries. 
8. 	 Identify and assess the steps in the selection of a machine tool. 
9. 	List and explain the requirements for machine tool selection. 
10. Define decision-making and examine problem solving as it relates to 

machine tool technol 
~'----

9.~1:1rse Conte_11t~e!..5.!.!2lll!!..ber ~~ otJ!l~~_:if ma.!!: to~?~_.subtopics) __ __ - - ------------. 

1. 	Introduction 

Introducing machine tools 


u 	 Careers in manufacturing and environmental technology 
Personal safety 
Work piece holding 

u 	 Lubricants and cutting fluids 
2. Materials 


Iron and steel 

Nonferrous metals and allo s 


'-----~-	 ----------------------' 
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a Designation and identification 
3. 	 Measurement and layout 

a Linear measurement 
a Layout tools and techniques 
a Calipers, micrometers and verniers 

4. 	Threads and thread cutting 
a Screw threads 
a External threading 
CJ Internal threading 

5. 	 Abrasives and grinding 
CJ Sanding and grinding machines 
CJ Surface grinders 
a Tool grinders 
CJ Cylindrical grinders 

6. 	 Power saws 
a Stock cutoff machines 
a Band sawing 

7. Drilling machines 
o Machine types 
CJ Drill bits, sleeves, sockets and chucks 
CJ Drilling operations 

8. 	 Turning machines 
CJ Machine types 
CJ Cutting tools 
o Internal operations 

a External operations 


9. 	 Milling machines 
a Machine types 
o Cutting tools 
CJ Squaring, pockets, grooves and keyways 
CJ Drilling, boring and dividing 

10. 	 Modem machining processes 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followino: 

1. Lecture presentation and discussion with supporting visual materials introducing 
machine tool technology for production, processing, installation and services. 
2. Group projects and presentations such as an analysis of a cause of a production 
problem, possible courses of action, recommendations for the preferred course of 
action, and probable short and long-term outcomes. 
3. Problem solving team projects. Projects might include comparing and contrasting 
the tools used in the industrial setting; identifying and assessing the steps in the 
manufacturing process; or the examination and explanation of the rationale for the 
selection of a specific machine tool. 
4. Demonstration ofthe correct set-up and safe operation of different machine tools. 
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Methods of Evaluation: A student's grade shall be detennined by the instructor using multiple measures of perfonnance 
related to the course objectives. Methods of evaluation may include but are not limited to the followino: 

1. Students will be evaluated on their successful participation in topical discussions, 
problem solving activities and machine tool operation. 
2. Students will be evaluated on their written assessment of the benefits of efficient 
machine tool selection into the manufacturing environment and presentation to the 
class of this information (informational topics will vary). 
3. Quizzes - periodic short objective tests of course related concepts including 
materials, speeds and feeds, measurement, types of machine tools, etc. 
4. A mid-term and final examination will be given to show student understanding of 
terminology, knowledge of subject matter, and ability to contrast and evaluate why 
efficient machine tool selection can improve the productivity and competitiveness of 
an organization. etc. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are re uired. These assi nments ma include but are not limited to the followin : 

1. Project-based learning - Students will produce an analysis of production problem 
within the laboratory environment using a variety of machine tool applications used 
specifically to solve the potential problems. This project will be graded on a 
point/tolerance scale. 
2. Problem-based learning - Group presentations of problem solving exercises will 
be made regarding machine tool applications in the manufacturing and 
environmental environments. A typical scenario might be: 'A worker has turned a 
shaft requiring tolerances of plus or minus .003". Upon measuring, you find that one 
end of the shaft is a larger diameter than the other end. What might be the reason for 
this discrepancy and how would you remedy the situation?' 
3. Research project based on internet and printed sources - A technical writing 
paper (APA format) of appropriate machine tool topic and presentation of material. 
An appropriate topic might be: 'The correct machine tool choice for production 
efficiency' including definitions of machining, key elements of machine tool 
selection and the success and efficienc of manufacturin methods. 

&White Machine Tool Practices 
Title 

I Prentice Hall I 978-0-13-501508-7 12010 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Su lemental 1 
Krar Gill, Smid Technol of Machine Tools 
Author Title 

IMcGraw-Hill I00112a2259 I2001 



Mt. San Jacinto College 

Page 5of5 Integrated Course Outline of Record FormB 


Publisher ISBN Publication Date 

Su lemental 2 : 
0. D. Lascoe MachineSho erations and Setu s 
Author Title 

I American Technical Publishers I o-s2a9-1842-s I 1994 
Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

Rev JAN 09 
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Submitted by: l~D_a_v_id_R_._H_u_n_t_-_A_s_so_c_ia_te_F_ac_u_lty~---~' Date: I 10/20/09 
Subject Course

Discigline Degartment I select from this 

1~1-.1 from t h!~ I''" ' r ... i...-, f .nm this. lis t \ list\ Number Title 


I 

Environmental Engineering ENGR 116 Energy Efficiency and 
Technology - Construction Methods 

I I 
History  M HIST HIST 151 History and Appreciation of Dance 
Danco  M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit. c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology In the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units  32-36 

Lab 
Units/Hours 
1 unit - 48-54 
2 units-96-108 

Lecture Units 
3 

Lecture Hours 
+ 

Lab Units 
0 

Lab Hours 
--

Total Units 
3 

Total Hours 
3 units  48-54 
4 units-64-72 
5 units  80-90 

3 units-144-162 
4 units-192-216 
5 units - 240-270 

48-54 + 0 -- 48-54 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~. 

Pass/No Pass Yes 

0946.10 

Yes or No Maximum ~30 Enter number (usually Yes) EnroIImen:t 	 ALLOW 
Pass/No Pass No Yes or No 	 TOP code <click here for TOP 

code website) ONLY (usually No) 	 (choose only 1 ) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found !lfilfil.
1 (If more than 1, justify with one of the following) be Because the course content differs each time it is offered ... 

~--+---~ 

... MJS[ the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
,_____, 	 enhanced by supervised repetition and practice within class periods 

... MJS[ the student who repeats it is gaining an expanded educational experience because active participatory 
experience in individual study or group assignments is the basic means by which learning objectives are 

.______. obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course). (75 words or less in gray box below). 

This course provides an overview of the green construction movement and the basic 
factors involved with designing a new ecological home. Topics include green 
construction methods and sustainable systems. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability 
Please onlv describe the course). 125 words or less in orav box below). 

This course provides an overview of the green construction movement and the basic 
factors involved with designing a new ecological home. Topics include green 
construction methods and sustainable systems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The 'green construction' field is a large and fast growing segment of the U.S. 
economy and southern California is one of the main centers of research, 
development and production. MSJC must meet the needs of its student population by 
providing certificate programs in this emerging field to expand employment and 
educational opportunities. The proposed certificate areas are: Solar Photovoltaic 
Technology, Solar Thermal Technology, Small Wind Energy Technology, Green 
Collar Manufacturing and Manufacturing Quality Assurance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E 1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Coreguisite(s): 
Cor uisites o throu h a se arate a 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followino: 

1. Explain the basic design principles and technologies of sustainable systems. 
2. Describe the benefits and limitations of sustainable shelter. 
3. Compare and contrast renewable energy and non-renewable energy. 
4. Investigate the potentials of green building technologies to help solve 

environmental and economic problems. 
5. Examine and describe how the manufacturing industry is involved in the green 

construction industry. 
6. Explain the concept of energy efficiency. 
7. Investigate and report on the potential energy savings through energy 

efficiency and conservation methods. 
8. Discuss concepts and issues related to the sustainable shelter movement. 

Course Content: (please number the outline of main topics and subtopics) 

1. Introduction 
o Sustainable shelter 
o Environmental, political and economic issues 
o M.S.J.C. Solar, Wind and Manufacturing certificate programs 
o Green building 
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o 	 Site selection < < · 

2. Green Construction 
o 	 Building materials 
o 	 Energy efficiency 
o 	 Natural Building 
o 	 Earth-sheltered architecture 

3. Sustainable Systems 
o 	 Passive solar heating 
o 	 Passive cooling 
o 	 Green power 
o 	 Water and waste 
o 	 Landscaping 

4. Green Construction Industry 
o 	 Career opportunities 
o 	 Economic and environmental analysis 
o 	 Overcoming barriers to implementation 
o 	 Government regulations 
o 	 Public perception and policies 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. 	Lecture presentation and discussion with supporting visual materials 

introducing green construction technologies. 


2. 	Group projects and presentations such as an analysis of a site selection 
problem, possible courses of action to remedy the problem, recommendations 
for the preferred course of action, and probable short and long-term 
outcomes. 

3. Problem solving team projects that might include comparing and contrasting 
energy sources for efficiency and cost to meet a specified set of parameters. 

4. 	Demonstrations of how sustainable shelter systems operate. 
5. 	Guest speakers from industry to offer insights into employment opportunities 

and career pathways. 
6. To ical rou discussions of indus trends and directions. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. IV1ethods of evaluation may include but are not limited to the followinq: 

1. 	Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and ability to explain green 
construction concepts. 

2. Students will be evaluated on their written assessment of the benefits of an 
efficient alternative energy choice and their presentation of information to the 
class (topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts. 
4. A mid-term and final examination will be given to show student understanding 

of terminology, knowledge of subject matter, and ability to contrast and 
evaluate the importance of the proper site selection , construction methods 
and conservation choices. etc. 
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Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 

! Read~~:::~:~:::,::"::::::u:~:~:::~:=,~~:=::;::::: I 
setting to problem solve regarding energy source selection and application 
efficiency. 

2. Research project based on internet and printed source - Students will be 
required to write a research based technical paper using APA format of 
appropriate green construction topics and will present their findings to the 
class. 

3. Quizzes and Examinations will be given to test student knowledge on the 
L___ _a ro riate ener source selection ~nd ~~~~ation efflc__n_c~y.___ _____,ie ._

Textbook (s): The required co11ege-1eve1 textbooks may include, but are not limited to the tonowing: 

Re uired 1 : 
[Q~niel Chira_s___ _ ____ ---·---[The N~~ Ecoi~ca_l_H_o_m__e_ ______. 

Author Title 

IChelse~ Gre~n Pubil"sh9rs - I9i8193--1-4-9a-_1s~ I2oo4 
Publisher ISBN PublicationDate 

Re uired 2 : 
Author_ _ _ ___ __ _ c -·-_--------------- -_.. --_-- Title ------ .. ----1- ,_ 

I 

Publisher ISBN Publication Date 

Require,Q. (3): 
[ _________,____ _____ _...______--'-------____ ______ --'------

Author Title[- ------- ----- ·-- -- , --_ --, 
L-..... ·--·-----------L__-------~ 

Publisher ISBN Publication Date 

Supple.menYtl (1):I -
Author Title 

Publisher 

Supplemental (21: 
ISBN Publication Date 

________ ________..__ _ ____ ______________________, 

Author Title 

Publisher ISBN Publication Date 

Su lemental 3 ;_ 
[ _________ __________________~-__ ___ -~=-------------~------' 

Author Title 

Publisher ISBN Publication Date 

NEW JAN09 
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Submitted by: IK.DIMEMMO/D. HUNT Date: I10/19/09 
Subject CourseDiscigline Degartment I select from this 


1...+..- 1 from •hi" 11""1 l~~t f"'"' thl" fj ,;1 ) u..11 Number Titl_e 

BUSINESS 

I 
BADM 

I 
SEMA 100 Our Sustainable Future 

I ., 

History  M HIST HIST 151 History and Apprec1at1on of Dance 
Dance- M 

DAN DAN 100 History and Apprectatton of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070--079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 1601. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 

Lab 
Units/Hours 

Lecture Units 
3 + 

Lab Units 
0 --

Total Units 
3 

1 unit-16-18 1 unit - 48-54 
2 units  32-36 2 units-96-108 Lecture Hours Lab Hours Total Hours 
3 units  48-54 
4 units  64-72 

3 units-144-162 
4 units  192-216 48-54 + 0 -- 48-54 

5 units  80-90 5 units  240-270 

AA/AS Degree General Ed Breadth Area(s): 82 
Courses should be appropriately placed on the General Ed pattern, please select one~-or-mo-re-ar-ea_s_f-ro_m_t~hi_s_lis-t-----~-------~ 

Pass/No Pass YES 

0506.00 

Yes or No Maximum ~0 Enter number 
(usually Yes) EnroIImen:t ALLOW 

(click here for TOPPass/No Pass NO Yes or No TOP code 
code website) ONLY (usually No) (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~)
1 (If more than 1, justify with one of the following) be '----+-"B'""ec-'-'a=u=s"°'ethe course content differs each time it is offered .. . 

_.. iI1S! the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
1-----1 enhanced by supervised repetition and practice within class periods 

iI1S! the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments Is the basic means by which /earning objectives are 
obtained. 

taken 

0 Stand Alone Course Check box if Stand Alone course. 

A Stand Alone course is a Non-<iegree applicable credit course and/or a degree applic8ble credit course which is not part of an approved educational program. 


Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. This course will increase student awareness of the 

REV 7/09 
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ecosystem, human society, and the economy. Discussions will include innovative 
uses of renewable resources, production processes, human capital, alternative 
forms of energy, transportation, building materials, food production, media, 
education urban lannin , new wa s to build coalitions and foster communi trusl 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course introduces the principles of Sustainability within global and domestic 
business environments. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

This course will count towards the requirements of the SEMA employment 
concentration and Solar Wind and Manufacturing Energy Employment 
Concentrations, will be degree applicable and will be CSU transferable. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 

arate a roval rocess. See Forms E1-E4 for details. Cor uisites o throu ha se 

None. 

roval rocess. See Forms E1-E4 for details. 

Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the completion of the course the student will be able to do the followina: 

1. Demonstrate the historical, scientific, philosophical and institutional origins of the 
current sustainability movement. 
2. Define sustainability and evaluate the sustainability of particular systems and 
practices in contrast to others. 
3. Explain the interdependent relationship between the economy, society and the 
ecosphere using a systems theory approach. 
4. Discuss the current problems that plague the ecosphere, human societies and 
modern industrial capitalism and discuss theories and possible remedies necessary 
to reverse these trends. 
5. Demonstrate the mechanics of alternative energy, transportation, building 
materials, food production, community planning, and innovations of other industries 
and organizations that will provide new forms of employment and new forms of 
living. 
6. Analyze the political and cultural challenges of sustainability implementation. 
7. Develop Ideas to create common ground and promote the principles of 
sustainability to diverse groups of people. 
8. Demonstrate the skills of civic participation and the importance of implementing 
them. 
9. Access and evaluate sources of information on sustainability issues. 
Course Content: (please number the outline of main topics and subtopics) 

Unit 1 Introduction to Sustainability 
What is Sustainabili ? 
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a. Definitions of sustainability 
b. Elements of sustainability (Environmental, Social, Economic) 
c. Historical origins of sustainability movement 
d. Philosophy of sustainability movement 

Unit 2 Why is Sustainability Necessary? 
Historical Background 

a. Socio-Cultural Development 
b. The Industrial Revolution 
c. Philosophical Views of Nature 

Unit 3 Global Sustainability Conditions 
Current Conditions 

a. Socio-Cultural - Growing Global Inequality 
b. Economic - Shareholder vs. Stakeholder Interests 
c. Ecosphere - The Early Warnings: There are Limits 

Unit 4 Environmental Science Today 
a. Resource Depletion 
b. Pollution -Air, land, water 
c. Loss of Biodiversity - species extinction 
d. Global Warming 
e. Ecological Footprint 

Unit 5 Who Will Lead? 
The Scientific Community/Third-World Farmers and Workers/ Global Corporations 
Detail and give a case study 

a. The Triple Bottom Line 
b. Cradle-to-Cradle manufacturing 
c. Eco-Efficiency 
d. Biomimicry 
e. Economic and environmental analysis - - 
f. Overcoming Barriers 
g. Governmental Regulations 
h. Case studies 

Unit 6 Who Will Lead? 
Educational Institutions/States, Cities and Individual Citizens 

a. Talloires Declaration 
b. Economic and Environmental Analysis 
c. Overcoming Barriers 
d. Governmental Regulations 
e. AASHE 
f. K-12 
g. Case Studies 

Unit 7 Implementation: Energy Sources 
a. Fossil Fuels 
b. Solar Ener 
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c. Wind Energy 
d. Hydropower 
e. Bio-fuels 
f. Hydrogen Fuel Cells 
g. Human Power 

Unit 8 - Energy Efficiency 
a. Conservation Strategies 
b. Construction methods 
c. Recycling 
d. Savings calculations 

Unit 9 - Manufacturing in the energy industry 
a. Solar PV panel production 
b. Wind Turbine production 
c. Bio-fuel production 
d. Green manufacturing 

Unit 10- Renewable Energy Industry 
a. Career Opportunities 
b. Public perception and policies 

A. Lecture and discussion to explain historical, scientific, philosophical and 
institutional origins of the current sustainable movement. 
B. Guest speakers (Faculty, Community Members) to provide insight as to the 
current sustainable practices within the community at different levels. 
C. Readings in the field of study (trade books, journal articles, 
institutional/organizational pledges, proclamations, treaties, laws) to assist students 
in understanding the current status of the sustainable movement on a domestic and 
global level. 
D. Class activities ( small group interaction, group service-learning , individual and 
learning team evaluations, guided discussion, student presentations) to assist 
students in understanding concepts of sustainability. 
Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. l'vlethods of evaluation may include but are not limited to the following: 

1. Quizzes and tests to determine student's understanding of and ability to apply 
concepts of sustainability. 
2. Writing Assignments that are comprehensive that establish a strong 
understanding of sustainable practices within global and domestic environments. 
3. Group Project/Presentation that encourages students to work together to identify 
sustainable practices within the global and/or domestic business environment. This 
presentation helps student recognize the successful sustainable practices that will 
affect the future. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1 . 	 Written analysis of current local and personal sustainable issues that are 
re ula ournaled. 
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2. 	 Informal evaluations of student discussions of current sustainability 
business news. 

3. Group projects and presentations on sustainability issues. 
4. 	 Midterm/Final Exam in multiple choice and essay format that will assess 

students comprehension of important sustainability concepts and theories. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Edward, Andres R. The Sustainability Revolution: Portrait of 

a Paradi m Shift 
Author Title 

I New Society Publishers 12005 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

ISBN 	 Publication Date 

1 
The Citizen-Powered Ener Handbook 
Title 

I Chelsea Green Publishers 19181933392121 I2001 
Publisher 	 ISBN Publication Date 

Su lemental 2 : 
Komor, Paul 	 Renewable Ener 
Author 	 Title 

Diebold Institute for Public Policy 0-595-31218-7 2004 
Studies 
Publisher ISBN Publication Date 

Su lemental 3 : 
Boyle, Godfrey, Everett, Bob and Energy Systems and Sustainability: 
Rama e, Janet Power for a Sustainable Future 
Author 	 Title 

I Oxford Press I o-19-92s119-2 12004 
Publisher ISBN Publication Date 

NEW JAN 10 
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Form B 

I
David R. Hunt, Associate \ 

Author: . Faculty Date: 12-12-06 

Discipline(s): I1. I2. I3. 

1. Course Title: IM.S.S.C. High-Performance Manufacturing 
If this course is having a subject or number change, the course author must include after the Course Title 
(formerly {SubjHCourse Number} ie. Technol in the Classroom formerl COE 160 

2. Course Number: ENGR 106 
~~~~~~~~~~~~~~~~~~~~~~~--' 

3. Miscellaneous: 
3a. Units/Hours 

Lecture Lab 
Units/Hours Units/Hours 

1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 
5 units - 80-90 5 units - 240-270 

3b. Credit Type 

De 

x 
t: 

3c. AA/AS Degree Pattern 
General Ed Breadth 

Area(s): 

Total Units 
3 


Total Hours 
48-54 


-
-


-
-

Pro ram: 

Degree Creditx (70 & higher) 

Lecture 
Units Lab Units 

3 + 0 

Lecture 
Hours 
48-54 + 

Lab Hours 
0 

Manufacturin 
Non-Degree 
Credit (69 & lower) 

3d. Maximum Enrollment: 30 Enter number 

3e. Credit/No Credit ONLY No Yes or No (usually No) 

3f. Credit/No Credit ALLOW Yes Yes or No (usually Yes) 

3g. Can be taken 111 time(s) for credit (maximum 4): 
L_J (If more than 1, justify with one of the following)D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 095600 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
This course is designed to prepare the student for a nationally recognized 
certification test program by the Manufacturing Skills Standards Council (MSSC). 
The MSSC is a nationwide, industry-driven system that certifies the foundational 
skills and knowled e of students and of front-line roduction workers from en 
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level to first line of supervision in all sectors of manufacturing. The system 
includes assessments in four modules: Manufacturing Processes and Productiont 
Qualitv Assurance. Maintenance Awareness and Safetv. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within it won't give an accurate count. 
5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
oray box below). 
This course is designed to prepare the student for a nationally recognized 
certification test program by the Manufacturing Skills Standards Council (MSSC). 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within it won't aive an accurate count. 
6. Need/Justification (in gray box below) 

This Advisory Committee recommended course will provide industry with a new 
set of tools to ensure that both entering and incumbent workers are flexiblet easily 
trainable workers that have the foundational skills and knowledge to facilitate 
innovation and keep pace with technological change. This system has the 
potential to certify millions of production workers against industry-recognizedt 
federally-endorsed standards. Just as ASE (Automotive Service Excellence) 
certification is now commonplace in automotive repairt MSSC certification is 
intended to become commonplace in our nation's manufacturing industries as 
well as employment in a variety of engineering fields. 
7a. Prerequisite(s) (in gray box below): 
PrereQuisites go through a separate approval process. See Forms E1-E4 for details. 

None. 
7b. Corequisite(s) (in gray box below): 
CoreQuisites go through a separate aooroval process. See Forms E1-E4 for details. 
None. 
7c. Recommended Preparation (in gray box below): 
Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 
details. 
None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the comoletion of the course the student will be able to do the followino: 

1. Identify key knowledge and skills required for success in production 
manufacturing. 

2. Compare and contrast regulations and standards affecting manufacturers. 
3. Identify what production workers can do to maintain a safe work area. 
4. Explain why effective communication is essential to success in 

manufacturing. 
5. Describe the benefits of teamwork and identify four types of manufacturing 

teams. 
6. Identify the types and needs of external and internal customers. 
7. Describe the major stages involved in producing products and identify the 

resources needed for production. 
8. Assess and identify how tools and equipment are used in manufacturing. 
9. Explain the need for planning and Identify the key elements of production 
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planning. 
1 O.Analyze and describe the main types of inventory, costs and elements of a 

supply chain. 

9. Course Content: (outline of main topics and subtopics in gray box below) 
1. The World of Manufacturing 

• Careers in Manufacturing 
a. Choosing a career 
b. Working on the frontlines 
c. Skills for success 

• Trends in Manufacturing 
a. The impact of manufacturing 
b. Responding to expectations 

• Inside the Workplace 
a. Inside Intel 
b. Inside Harley-Davidson 
c. Inside Union Carbide 
d. Inside American Licorice 

2. A Safe and Productive Workplace 
• Safety Practices 

a. Creating a safe workplace 
b. Practicing safety 
o. Keeping the workplace safe 

• Communication Skills 
a. Communication basics 
b. Communication strategies 

• Teamwork Skills 
a. Building successful teams 
b. Working in a team 
c. Training and leadership 

• Meeting Customer Needs 
a. Identifying customer needs 
b. Customer contact 

3. Producing Products 
• Production Basics 

a. Creating products 
b. Types of production 

• Production Materials 
a. Engineering materials 
b. Chemicals, fossil fuels and food 
c. Testing, selecting and developing materials 

• Tool and Equipment Operation 
a. Toot and equipment use 
b. Tool safety and maintenance 
c. Equipment procedures and training 

• Production Planning and Work Flow 
a. Production plannina 
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b. Work flow 
• Production Components 

a. Materials inventory 
b. Time and costs 
c. Production systems 

• Controlling and Documenting Production 
a. Controlling the process 
b. Documenting the process 

• Packaging and Distributing Products 
a. Product packaging 
b. Product distribution 

4. Quality Management 
• Continuous Improvement 

a. Focus on quality 
b. Improving quality 

• Inspection and Auditing 
a. Quality inspections 
b. Quality audits 

• Preventive and Corrective Actions 
a. Eliminating nonconformities 
b. Verification and documentation 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction mav include but are not limited to the following: 

1. Lecture presentation and discussion with supporting visual materials 
introducing manufacturing careerst trends, communication skills and other 
course topics. 

2. Group projects and presentations such as an analysis and description of 
the main types of inventory, costs and elements of a supply chain, etc. 

3. Technical writing paper (APA format) of appropriate manufacturing topic 
and presentation of material. 

4. Problem solving team projects. 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the following: 

1. Students will be evaluated on their successful participation in topical 
discussions, problem solving activities, and simulated exercises in 
production manufacturing. 

2. Students will be evaluated on their written assessment of the benefits of 
teamwork and identification of four types of manufacturing teams and 
presentation to the class of this information (informational topics will vary). 

3. Quizzes-periodic short objective tests of course related concepts 
including manufacturing regulations, standards, types of inventory, etc. 

4. A mid-term and final examination will be given which show student 
understanding of terminology, knowledge of subject matter, and ability to 
contrast and evaluate why effective communication is essential to success 
in manufacturing, regulations and standards affecting manufacturers, etc. 

12. Examples of Assignments: Students will be expected to understand and critique college 
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level texts or the equivalent Reading and writing, as well as out of class assignments are required. 
These assignments may include but are not limited to the following: 

1. Within a given scenario analyze, prepare, and present a written report 
comparing and contrasting requirements for a safe and productive 
manufacturing workplace. Use APA format to keyboard this 5-10 page 
report. Create a PowerPoint presentation of the data for your class 
presentation. 

2. In written format, students will describe the main stages involved in 
producing products and identify the resources needed for production. 

3. Group presentations of problem solving exercises will be made regarding 
manufacturing processes and production, quality assurance, maintenance 
awareness, or safety. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) ReQuired: 
Manufacturing Skills Standards Council 
(Author) 

High-Performance Manufacturing - Portable Production Skills 
(Title) 

Glencoe/McGraw-Hill 0-07-861487-2 2006 
(Publisher\ ISBN (Publication Date) 

(1) Supplemental: 

(Author) 

lTitlel 

(Publisher\ ISBN (Publication Date) 

Other Reference Materials/Supplies 

ENGR 106 new JUN 06 
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David R. Hunt, Associate \ 
Author: I. Faculty Date: 9-10-06f 

Discipline(s): I1. I2. 3.J 

1. Course Title: I Total Quality Management 
If this course is having asubject or number change, the course author must Include after the Course Title 
(formerly {Subj}{Course Number} ie. Technol in the Classroom formerl COE 160 
2. Course Number: ENGR 107 

~~~~~~~~~~~~~~~~~~~~~~~--' 

3. Miscellaneous: 
3a. Units/Hours 

Lecture 

Units/Hours 

1 unit-16-18 

2units - 32-36 

3 units - 48-54 

4 units - 64-72 

5 units - 80-90 


Lab Lecture
Units/Hours Total Units Units Lab Units1 unlt-48-54 


2units - 96-108 3 3 0
-- +
3 units-144-162 
4 units -192-216 Lecture 
5 units - 240-270 Total Hours Hours Lab Hours 

48-54 - 48-54 0- + 
3b. Credit Type 

~~~~~~~~~~~~~~ 

De t: Pro ram: Manufacturin 

x Transfer Credit (100 & higher) 
(click here for Transfer Form) x Degree Credit 

(70 & higher) 
Non-Degree 
Credit (69 & lower 

3c. AA/AS Degree PatternLJ General Ed Breadth 

I~rea(s) I 
3d. Maximum Enrollment: 

3e. Credit/No Credit ONLY 

§!Jo Enter number 

No Yes or No (usually No) 

3f. Credit/No Credit ALLOW Yes Yes or No (usually Yes) 

3g. Can be taken 111 time(s) for credit(maximum4):
L:.J (If more than 1, justify with one of the following)

D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 095680 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
This course is designed to give the student an understanding of the total quality 
approach to quality management. The total quality philosophy is an approach to 
doing business that incorporates continuous improvement techniques and 
em lo ee trainin to increase overall erformance and com etitiveness. 
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To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If ou select the entire box that the words are within it won't ive an accurate count. 

5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 

ra box below . 
This course is designed to present the concept of total quality control through the 

stu of techni ues resentl used b Indus 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 

Careful! If ou select the entire box that the words are within it won't ive an accurate count. 


6. Need/Justification in ra box below 

This advisory committee approved course will provide students with a pathway to 
a certification in Manufacturing Quality Assurance that will enable both entering 
and incumbent workers to become more flexible and knowled eable em lo ees. 
7a. Prerequisite(s) (in gray box below): 
Prere uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 


None. 

7b. Corequisite(s) (in gray box below): 

Core uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 


None. 

7c. Recommended Preparation (in gray box below): 

Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 

details. 


None. 

7d. Other Enrollment Criteria: 

None. 

8. Learning Objectives: (express in behavioral terms in gray box below): 

U on the com letion of the course the student will be able to do the followin : 


1. 	 Compare and contrast the key elements of total quality. 
2. 	 Explain the rationale for the total quality approach to doing business. 
3. 	 Identification and assessment of the steps in the strategic planning 

processing. 
4. 	 Examine and describe the relationship between quality and 


competitiveness. 

5. 	 Compare and contrast leadership and management. 
6. 	 Formulate procedures to promote diversity in teams. 
1. 	 Explain the total quality philosophy of training distinguish how it differs 

from education. 
8. 	 Compare and contrast the tools used in the total quality setting. 
9. 	 Define decision making and examine problem solving as it relates to total 

quality. 
10. List and ex lain the re uirements for total uali 

1 . The Total Quality Approach to Quality Management 
• Views and definitions of quality 
• Key elements of quality 
• Total quality pioneers 
• The success and future of quality management 

2. Strategic Management Planning and Execution 
• Definitions and com onents of strate ic mana ement 
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• Strategic planning 
• SWOT analysis 
• Developing the vision, mission and guiding principles 
• Developing broad strategic objectives and specific tactics 
• Executing the strategic plan 

3. Quality Management and Ethics 
• Ethics, trust, values, integrity and responsibility in total quality 
• Manager's role in ethics 
• Organization's role in ethics 
• Handling ethical dilemmas 
• Ethics training and codes of business conduct 

4. Customer Satisfaction and Retention 
• Understanding customer-defined quality 
• Identifying internal and external customer needs 
• Customer-defined value analysis 
• Customer retention and customer focus 
• Value perception and customer loyalty 

5. Leadership and Change 
• Leadership definition and styles 
• Leadership, motivation and inspiration 
• Leadership versus management 
• Ethics and Change 

6. Team Building and Teamwork 
• Building teams and making them work 
• Character traits and teamwork 
• Coaching teams 
• Handling conflict in teams 
• Inhibitors and rewards of teamwork 

7. Overview of Total Quality Tools 
• Pareto charts 
• Cause-and-effect diagrams 
• Check sheets 
• Histograms 
• Scatter diagrams 
• Run charts and control charts 
• Stratification 

8. Problem Solving and Decision Making 
• Solving and preventing problems 
• The decision making process 
• Objective versus subjective decision making 
• Scientific decision making and problem solving 
• Employee involvement 
• Management information systems 

9. Continual Improvement 
• Rationale for continual improvement 
• Management's role in continual improvement 
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• Essential activities and structure 
• The scientific approach 
• Identifying needs and developing plans 
• Improvement strategies 

10. Benchmarking and Just-In-Time Manufacturing 
• Definitions, rationales and approaches 
• Benefits and requirements 
• Obstacles and resources 
• Role of management 
• Selection of processes 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction ma include but are not limited to the followin : 

1. Lecture presentation and discussion with supporting visual materials 
introducing total quality management for production, processing and 
services. 

2. Group projects and presentations such as an analysis of the cause of a 
production problem, possible courses of action, recommendations for the 
preferred course of action, and probable short and long-term outcomes. 

3. Technical writing paper (APA format) of appropriate manufacturing topic 
and presentation of material. An appropriate topic might be "The Total 
Quality Approach to Quality Management" including views and definitions of 
quality, key elements of quality, total quality pioneers, and the success and 
future of quality management. 

4. Problem solving team projects. Such problem solving team projects might 
include comparing and contrasting the tools used in the total quality 
setting; identifying and assessing the steps in the strategic planning 
process; or, the examination and explanation of the rationale for the total 

uali roach to doin business. 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the followin : 

1. Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and simulated quality assurance. 

2. Students will be evaluated on their written assessment of the benefits of 
total quality management implementation into the manufacturing 
environment and presentation to the class of this information (informational 
topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts 
including teamwork, communication, leadership, types of tools, etc. 

4. A mid-term and final examination will be given which show student 
understanding of terminology, knowledge of subject matter, and ability to 
contrast and evaluate why implementing total quality systems can improve 
the roductivi and com etitiveness of an or anization etc. 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assi nments ma include but are not limited to the followin : 
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comparing and contrasting the use of total quality tools and techniques to 
increase productivity in the manufacturing workplace. Use APA format to 
keyboard this 5-10 page report. Create a PowerPoint presentation of the 
data for your class presentation. 

2. In written format, students will describe the rationale for using total quality 
strategies to increase productivity and identify the resources needed for 
implementation. 

3. Group presentations of problem solving exercises will be made regarding 
quality assurance applications in the manufacturing environment. 

13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 
Goetsch, David L. & Davis, Stanley B. 
(Author) 

Quality Management- Introduction to Total Quality Management for Production, 
Processina. and Services (sth edition) 
(Title) 

Prentice Hall 0-13-118929-8 2006 or most current 
(Publisher) ISBN (Publication Date) 

(2) Required: 

(Author) 

(Title) 

(Publisher) ISBN (Publication Date) 

(1) Supplemental: 

(Author) 

(Title) 

IPublisher\ ISBN (Publication Date) 

Other Reference Materials/Supplies 

ENGR 107 new DEC 06 
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Submitted by: I David R. Hunt-Associate Faculty Date: I10/20/09 
Subject CourseDiscigline De11artment I select from this 


lset~t f-~ •*"'~Ii'!\ I...........,, from this 1 list) Number Title
1~n 

Machine Tool 1 Engineering ENGR 114 Machine Tool Technology 
Technology 

I 

History- M HIST HIST 151 History and Apprec1at1on of Dance 
Danco- M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001 -069 Non-Degree credit. b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities . d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 1601. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 2 1 - 3+ 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4units-192-216 32-36 + 48-54 80-90 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern, please select one or more areas from~-

Pass/No Pass Yes 

095680 

Yes or NoMaximum ~3 Enter number (usually Yes) EnroIImen:t ALLOW 
(click here for TOP Pass/No Pass No Yes or No TOP code 
code website) ONLY (usually No) (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found bfilfil.Can 
1 (If more than 1. justify with one of the following) be '----+--"-B-'-ec""'a""u"'-se.c,the course content differs each time it is offered ... 

... 5!!1Sf the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 
. . M1$J the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please on! describe the course . 75 words or less in ra box below . 

This course gives students an understanding of the fundamentals and uses of 
machine tool technology in the manufacturing and environmental industries. 
Lecture/theory instruction will be followed by demonstrations and hands-on use of 
man of the machine tools currentl used in indus 

To count words, select only the words within the catalog description. then go to Tools, and to Word Count Careful! If you 
select the entire box that the words are within, it won't give an accurate count 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

This course gives students an understanding of the fundamentals and use of 
machine tool technol in the manufacturin and environmental industries. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count Careful! If you select the entire 
box that the words are within, it won't give an accurate count 

Need for the course: (For more information on demonstrating need, click here) 

This course will provide students with a pathway for earning a certificate in five 
different areas of manufacturing and solar/wind energy that will enable both entering 
and incumbent workers to become more flexible and knowledgeable employees. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

roval rocess. See Forms E1-E4 for details. 

Other Enrollment Criteria: 
INone. 

None. 

Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followin : 

1. 	Compare and contrast the key elements of machine tools. 
2. 	Explain the rationale for the use of a specific machine tool. 
3. 	Examine and describe the relationship of different machining processes. 
4. 	Compare and contrast conventional and non-conventional machining. 
5. 	Formulate procedures for manufacturing efficiency. 
6. 	Explain the process for determining machining steps. 
7. 	Compare and contrast the tools used in different industries. 
8. 	 Identify and assess the steps in the selection of a machine tool. 
9. 	List and explain the requirements for machine tool selection. 
10. 	 Define decision-making and examine problem solving as it relates to 

machine tool technol 
Course Content: (please number the outline of main topics and subtopics) 

1. 	Introduction 
o 	 Introducing machine tools 
o 	 Careers in manufacturing and environmental technology 
o 	 Personal safety 
o 	 Work piece holding 
o 	 Lubricants and cuWng fluids 

2. Materials 
o 	 Iron and steel 
o 	 Nonferrous metals and alloys 
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o Designation and identification 
3. Measurement and layout 

o Linear measurement 
a Layout tools and techniques 
o Calipers, micrometers and verniers 

4. Threads and thread cutting 
o Screw threads 

CJ External threading 

CJ Internal threading 


5. 	 Abrasives and grinding 
a Sanding and grinding machines 
a Surface grinders 
a Tool grinders 
CJ Cylindrical grinders 

6. Power saws 
o Stock cutoff machines 

CJ Band sawing 


7. 	 Drilling machines 
a Machine types 
a Drill bits, sleeves, sockets and chucks 
CJ Drilling operations 

8. 	 Turning machines 
CJ Machine types 
CJ Cutting tools 
a Internal operations 
a External operations 

9. 	 Milling machines 
CJ Machine types 
a Cutting tools 
CJ Squaring, pockets, grooves and keyways 
CJ Drilling, boring and dividing 

10. 	 Modern machining processes 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

1. Lecture presentation and discussion with supporting visual materials introducing 
machine tool technology for production, processing, installation and services. 
2. Group projects and presentations such as an analysis of a cause of a production 
problem, possible courses of action, recommendations for the preferred course of 
action, and probable short and long-term outcomes. 
3. Problem solving team projects. Projects might include comparing and contrasting 
the tools used in the industrial setting; identifying and assessing the steps in the 
manufacturing process; or the examination and explanation of the rationale for the 
selection of a specific machine tool. 
4. Demonstration of the correct set-up and safe operation of different machine tools. 
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Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followina: 

1. Students will be evaluated on their successful participation in topical discussions, 
problem solving activities and machine tool operation. 
2. Students will be evaluated on their written assessment of the benefits of efficient 
machine tool selection into the manufacturing environment and presentation to the 
class of this information (informational topics will vary). 
3. Quizzes - periodic short objective tests of course related concepts including 
materials, speeds and feeds, measurement, types of machine tools, etc. 
4. A mid-term and final examination will be given to show student understanding of 
terminology, knowledge of subject matter, and ability to contrast and evaluate why 
efficient machine tool selection can improve the productivity and competitiveness of 
an organization, etc. 
Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. Project-based learning - Students will produce an analysis of production problem 
within the laboratory environment using a variety of machine tool applications used 
specifically to solve the potential problems. This project will be graded on a 
point/tolerance scale. 
2. Problem-based learning - Group presentations of problem solving exercises will 
be made regarding machine tool applications in the manufacturing and 
environmental environments. A typical scenario might be: 'A worker has turned a 
shaft requiring tolerances of plus or minus .003". Upon measuring, you find that one 
end of the shaft is a larger diameter than the other end. What might be the reason for 
this discrepancy and how would you remedy the situation?' 
3. Research project based on internet and printed sources - A technical writing 
paper (APA format) of appropriate machine tool topic and presentation of material. 
An appropriate topic might be: 'The correct machine tool choice for production 
efficiency' including definitions of machining, key elements of machine tool 
selection and the success and efficienc of manufacturin methods. 

&White Machine Tool Practices 
Author Title 

I Prentice Hall I918-0-1 s-501508-1 12010 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Su lemental 1 : 
Krar, Gill, Smid Technol of Machine Tools 
Author Title 

I McGraw-Hill I 0011232259 12001 
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Publisher ISBN Publication Date 

Su lemental 2 : 
0. D. Lascoe Machine Sho erations and Setu s 
Author Title 

I American Technical Publishers Io-a2a9-1 a42-s I1994 
Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

Rev JAN 09 



Mt. San Jacinto College 

Page 1of4 Integrated Course Outline of Record FormB 


Submitted by: IDavid R. Hunt- Associate Faculty I Date: I10/20/09 
Subject CourseDiscigline Degartment rselect from this 


1,..W:t f rom this list) 1....i-t frnm this Hst) list) Number Title 

Environmental Engineering ENGR 116 Energy Efficiency and 
Technology 
 Construction Methods 


I 


I 

HIST 151 History and Appreciation of DanceHistory - M HIST 

Dance- M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click b.fil§ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 3 0 3+
1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 unlts-144-162 
4 units-64-72 4 units - 192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from~-

Pass/No Pass Yes 

0946.10 

Yes or NoMaximum ~3 Enter number (usually Yes) EnroIImen:t ALLOW 
(click here for TOPPass/No Pass No Yes or No TOP code 
code website) ONLY (usually No) (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).
1 (If more than 1, justify with one of the following) be '-----+--=B-"ec"'""'a""u"""s.o,ethe course content differs each time it Is offered ... 

.. MJ!i. the student who repeats ii is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... MJ!i. the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

D Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course Is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please only describe the course). (75 words or less in gray box below). 

This course provides an overview of the green construction movement and the basic 
factors involved with designing a new ecological home. Topics include green 
construction methods and sustainable systems. 

To count words, select only the words within the catalog description, then go to Tools. and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

This course provides an overview of the green construction movement and the basic 
factors involved with designing a new ecological home. Topics include green 
construction methods and sustainable systems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click~) 

The 'green construction' field is a large and fast growing segment of the U.S. 
economy and southern California is one of the main centers of research, 
development and production. MSJC must meet the needs of its student population by 
providing certificate programs in this emerging field to expand employment and 
educational opportunities. The proposed certificate areas are: Solar Photovoltaic 
Technology, Solar Thermal Technology, Small Wind Energy Technology, Green 
Collar Manufacturing and Manufacturing Quality Assurance. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the comoletion of the course the student will be able to do the followino: 

1. 	Explain the basic design principles and technologies of sustainable systems. 
2. 	 Describe the benefits and limitations of sustainable shelter. 
3. 	Compare and contrast renewable energy and non-renewable energy. 
4. 	Investigate the potentials of green building technologies to help solve 

environmental and economic problems. 
5. Examine and describe how the manufacturing industry is involved in the green 

construction industry. 
6. Explain the concept of energy efficiency. 
7. 	 Investigate and report on the potential energy savings through energy 

efficiency and conservation methods. 
8. Discuss concepts and issues related to the sustainable shelter movement 

Course Content: (please number the outline of main topics and subtopics) 

1. 	Introduction 
o 	 Sustainable shelter 
o 	 Environmental, political and economic issues 
c:r 	 M.S.J.C. Solar, Wind and Manufacturing certificate programs 
o 	 Green building 
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o 	 Site selection 

2. 	Green Construction 
o 	 Building materials 
o 	 Energy efficiency 
o 	 Natural Building 
o Earth;;.sheltered architeetuTe.=

3. 	Sustainable Systems 
o 	 Passive solar heating 
o 	 Passive cooling 
o 	 Green power 
o 	 Water and waste 
o 	 Landscaping 

4. 	Green Construction Industry 
o 	 Career opportunities 
o 	 Economic and environmental analysis 
o 	 Overcoming barriers to implementation 
o 	 Government regulations 
o 	 Public perception and policies 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction ma include, but are not limited to the followin : 

1. 	Lecture presentation and discussion with supporting visual materials 

introducing green construction technologies. 


2. 	Group projects and presentations such as an analysis of a site selection 
problem, possible courses of action to remedy the problem, recommendations 
for the preferred course of action, and probable short and long-term 
outcomes. 

3. Problem solving team projects that might include comparing and contrasting 
energy sources for efficiency and cost to meet a specified set of parameters. 

4. Demonstrations of how sustainable shelter systems operate. 
5. 	Guest speakers from industry to offer insights into employment opportunities 

and career pathways. 
6. To ical rou discussions of indus trends and directions. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of perfonnance 
related to the course objectives. Methods of evaluation mav include but are not limited to the following: 

1. 	Students will be evaluated on their successful participation in topical 
discussions, problem solving activities and ability to explain green 
construction concepts. 

2. Students will be evaluated on their written assessment of the benefits of an 
efficient alternative energy choice and their presentation of information to the 
class (topics will vary). 

3. Quizzes - periodic short objective tests of course related concepts. 
4. A mid-term and final examination will be given to show student understanding 

of terminology, knowledge of subject matter, and ability to contrast and 
evaluate the importance of the proper site selection , construction methods 
and conservation choices, etc. 
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Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. Problem-based learning and team building - Students will work within a group 
setting to problem solve regarding energy source selection and application 
efficiency. 

2. Research project based on internet and printed sources - Students will be 
required to write a research based technical paper using APA format of 
appropriate green construction topics and will present their findings to the 
class. 

3. 	 Quizzes and Examinations will be given to test student knowledge on the 
a ro riate ener source selection and a lication efficienc . 

Textbook ( s): The required college-level textbooks may include. but are not limited to the following: 

Re uired 1 : 
Daniel Chiras The New Ecolo ical Home 
Author Title 

I Chelsea Green Publishers I9781931498166 12004 
Publisher ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publlcation Date 

Supplemental (1): 

Author 	 Title 

Publisher 	 ISBN Publlcation Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

NEW JAN 09 



Integrated Course Outline of Record - Viticulture, Enology, and Winery Technology (VEW With 

Business Emphasis) 
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Subject Course 
(select from thjs 

I; Number Title 
Viticulture, VEW 100 Introduction to Viticulture 
Enology and 
Winery 
Technology 

Submitted by:!L-J_o_h_n_S_c_h_u_le_r____________,I Date: I10/1/07 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click bfilsl for the transfer fonn). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (fonnerly 
{Subj}{Course Number}) i.e. Technoloay in the Classroom (formerly COE 1601. 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units 
Lecture Lab 
Units/Hours Units/Hours ~ I+~'__2_~ -1 unlt-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units -192-216 48-54 + Q -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from~-

Maximum Credit/No Yes or NoEnter number (usually Yes) Enrollment: Credit ALLOW 
Credit/No Yes or No 	 TOP code !click here for TOP 

(usually No) code website) CreditONLY (choose only 1 ) 

time( s) for credit (max 4) (More detailed information on course repeatability can be found~.Can 
1 (If more than 1, justify with one of the following)be Because the course content differs each time it Is offered ... 

~--+----~ 

.. . msi the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
,_____ ___, 	 enhanced by supervised repetition and practice within class periods 

... i!1Jt the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

~-~ 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
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Please onl describe the course . 75 words or less in ra box below . 

An introduction to viticulture; historical perspective of grape cultivation for table grapes. wine 
and raisins; grape varieties and species; botany, anatomy. propagation, climate. cultivation, 
vineyard management. plant-soil-water relations. irrigation, fertilization and pruning; weed. 
disease and pest control; establishment, training and pruning grapevines; harvest and post
harvest o erations. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

An historical perspective of grape cultivation; grape varieties, propagation, climate. vineyard 
mana ement irri ation fertilization runin as well as weed disease and est control. 
To count words, select only the words within the catalog description. then go to Tools, and to Word Count Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

None. 

roval rocess. See Forms E1-E4 for details. 

Learning Objectives: (please number each objective and express in behavioral terms) 
U on the com letion of the course the student will be able to do the followin : 

A. 	demonstrate knowledge of the importance of grapes in world history; 
B. 	demonstrate knowledge of grape production in both California and worldwide; 
C. 	outline the basic aspects of grapevine biology and physiology; 
D. 	describe basic grape plant structures and functions; 
E. 	describe the use and application of specific grape species and varieties; 
F. 	 describe the relationship of soil and climate relative to grape production; 
G. explain aspects of grapevine growth and development; 
H. 	demonstrate knowledge of vineyard management; 
I. 	 demonstrate knowledge of the basics of winemaking. 

Course Content: (please number the outline of main topics and subtopics) 

Lecture and Discussion Topics 

A. 	 History of grape cultivation and world distribution. 
B. 	 Important species and cultivars used throughout the world and the United 

States grape growing regions. 
C. 	Evolution and taxonomy of exploited species and important cultivars, varieties 

and rootstocks. 
D. 	Grape production in California: history, geography, raisin, table, and wine grape 

re ions and cultivators. 
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E. 	Morphology and Anatomy: important cell and tissue types; structure and 
function. 

F. 	 Grape physiology: photosynthesis. transpiration, environmental control of 
growth and development. 

G. 	Growth and development: dormancy and budbreak, phonology. vegetative and 
reproductive growth. berry growth, and composition. 

H. 	Grapevine propagation methods, techniques and applications. 
I. 	 Vineyard soils, conservation and management. 
J. 	Vineyard water-plant-soil relations. 
K. 	Grapevine. water and nutrient requirements, soil fertility, irrigation and 

fertilization management 
L. 	 Essential plant nutrients, application methods; water and nutrient deficiency 

svmptoms. 
M. Vineyard establishment and management; site selection. orientation. soil 

preparation, planting, training, trellis design. trellis systems. and canopy 
management 

N. 	Harvest and post-harvest operations: maturity factors, raisin types and 
processing, table and wine grape harvesting, processing and storage. 

0. 	Seasonal vegetative training, management and dormant pruning. 
P. 	 Pruning systems and techniques. 
Q. 	Pest control: weed pests, insect pests, diseases of grapes, their control and 

management. 
R. 	Winemaking: a brief overview. 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinQ: 

A. Lecture and discussion on grape production, biology and physiology both in 
California and worldwide. 
B. Laboratory demonstrations and discussion to show students basic grape plant 
species, varieties and winemaking techniques. 
C. Audio-visual materials to show basic grape plant structures and functions. 
D. 	Field trips to show students the aspects of grapevine growth and development. 
E. Student hands-on laboratory activities and field practice to demonstrate basic 
vineyard management and winemaking. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course ob'ectives. Methods of evaluation ma include but are not limited to the followi : 

1. Written examinations will include aspects of all stated learning objectives above. 
2. Reading and homework assignments will include aspects of all stated learning 
objectives above. 
3. Laboratory assignments will consist of laboratory reports which demonstrate the 
students knowledge of topics covered in the laboratory such as plant species and 
winemaking technigues. 
4. Field trips assignments will consist of reports, questionnaires or quizzes upon 
completion of the field trip. 

A. Three or more mid-term exams. 
B. One final exam. 
C. Two or more raded field stud re orts. 
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Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Reading and writing, as well as out of class assignments are reouired. These assianments mav include but are not limited to the following: 

A. Weekly reading assignments in text related to lecture topics. 
B. 	 Field trips at specified locations 
C. 	Vineyard cultural practices, e.g. Training and pruning 

D. 	 Sample exam questions: 

1. 	 True or false: An increase in light intensity is accompanied by a proportional 
increase in the rate of photosynthesis? 

2.Thick canopies adversely affect 

i) grape composition 

ii) next year's crop 

iii) grape berry health 

iv) all of the above 

v) none of the above 


Re uired 1 : 
Winkler, Cook. and Lider 	 General Viticulture ( Ed.) 

Author 	 Title 
j University California Press \ 1974 

Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

VEW 100 new Jan 08 - Term Effective F A08 
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._I ISubmitted by: J_o_h_n_S_c_h_u_le_r____ _______~ Date: 817/09 
Course 
Nl,IJJ1ber 

VEW 106 Hospitality in the 
Viticulture, 

Agriculture 
Winemaklng Industry 

Enology and 
Winery 
Technology 

Course Number: a) 001 -069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Y.Q 
Units/Hours Units/Hours 3 0 3+ -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern , please select one or more areas from~-

Pass/No Pass YES 

0104.00 

Yes or No 
ME aximum t ~8 Enter number (usually Yes) nro 11men · ALLOW 

(c lick here for TOPPass/No Pass NO Yes or No TOP code 
code websi te! ONLY (usually No) (choose only 1 ) 

time(S) for Credit (max 4) (More detailed information on course repeatability can be found~).Can 
1 (If more than 1, justify with one of the following ) be '----+~B-'-""' e the course content differs each time it is offered ...eca""u-'-s""'

... ;ms! the student who repeats it is gaining an expanded educational experience because skllls and proficiencies are 
enhanced by supervised repetition and practice within class periods 
... MfJ_ the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments Is the basic means by which learning objectives are 
obtained. 

taken 

~--~ 

• ! Stand Alone Course Check box if Stand Alone course. 

A Stand Alone course Is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 

program. 
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Catalog Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please onl describe the course . (75 words or less in ra box below . 

This course is an introduction to hospitality in the winemaking industry. Topics include tasting 
room and customer service skills, marketing, sales, staff development, events program 
coordination, food and beverage coordination, hospitality and alcoholic beverage law, tasting 
room design and organization, culinary arts, wine cJub development and management. The 
basic conce ts of enolo and viticulture will also be covered. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

An introduction to hospitality in the winemaking industry. Topics include tasting room and 
customer service, marketing, sales, events program coordination, wine club development 
and mana ement. The basic conce ts of enolo and viticulture will also be covered. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need. click here) 

The course makes productive use of particular strengths the college has to offer and 

is in demand b students with transfer or occu ational oals. 

Prerequisite(s): 

Prerequisites go through a separate approval process. See Forms E1-E4 for details. 

For further clarification. contact the Prere uisite Subcommittee 


None. 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
U n the com letion of the course the student will be able to do the followin : 

1.Demonstrate tasting room and customer service skills; 
2. Apply sales and marketing strategies to the wine industry; 
3. Design staff development activities; 
4. Explain aspects of wine club development and management; 
5. Demonstrate knowledge of hospitality and alcoholic beverage law; 
6. Apply principles of event program coordination; 
7. Apply basic concepts of food and beverage coordination; 
8. Describe the point of sales (pos) system; 
9. Relate basic concepts of enology and viticulture to the field of hospitality 

Course Content: (please number the outline of main topics and subtopics) 

Lecture and Discussion Topics 

1. Tasting room skills and customer service - a) understanding the product b) making 

recommendations to customers. 

2.Wine sales and marketing-a) word of mouth b) promotional coupons c) signage d) event 

attendance. 
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3. Staff development- a) training seminars b) tier tasting. 
4) Events program coordination -a) weddings b) concerts c) business meetings. 
5) Wine club development and management-a) shipping wine, b) member discounts and 
c) membership maintenance. 
6) Alcoholic beverage law. 
7) Food and beverage operations- a) laws b) catering services 
8) Principles of pairing wine and food 
9) Point of sales systems 
10) Enology fundamentals - a) crushing b)pressing, c)fermentation d)racking e) fining 
f) bottling 
11 Viticulture fundamentals - a trellis s stems b cano 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. Lecture and discussion on customer service in wineries, wine sales and marketing 
and food and beverage operations. 
B. Demonstrations of proper customer service and beverage operations. 
C. Audio-visual materials on any of the lecture topics. 
D. Field trips to show students the aspects of winery operations. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
refated to the course obiectives. Methods of evaluation may include but are not limited to the followinq: 

1. Written examinations will include aspects of all stated learning objectives above. 
2. Reading and homework assignments will include aspects of all stated learning 
objectives above. 
3. Field trips assignments will consist of reports, questionnaires or quizzes upon 
completion of the field trip. 

A. Three or more mid-term exams. 
B. One final exam. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readina and writino. as well as out of class assionments are reouired. These assionments may include but are not limited to the followinq: 

A. Weekly reading assignments in text related to lecture topics. 
B. Field trips at specified locations. 
C. Set-up a mock winery event. 
D. Set- up a mock staff development training seminar. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Julyan, Brian K. Sales and Service for the Wine 

Professional 
Author Title 

I Cengage learning IApril 2008 
Publisher ISBN Publication Date 

Required (2): 
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Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Su lemental 1 : 
Henderson, J. Patrick; Alexopoulos, About Wine 
John- Rex, Oellie 
Author 

ICengage Learning 
Title 

!Feb. 2000 
Publisher ISBN Publication Date 

Su lemental 2 : 
Schmid, Albert Hospitality Manager Guide to Wines, 

Beers and S irits 
Author Title 

IPrentice Hall ISept2003 
Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

NEW JAN 10 



Mt. San Jacinto College 

Page 1of4 Integrated Course Outline of Record FormB 


Submitted by: ~J_o_ _	 _ 9~~-'h_n_S_ch_u_le_r~~~~~~~~~~~~IDate: 1~8/5_/_0_
Course 
Number I!Jle 

Viticulture, 
Enology and 
Winery 
Technology 

108 Introduction to Winery 
Business Principles 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabil ities, d) 100 or higher: Transfer credit (please click~ for the transfer form). 

TI!!.i: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 

Each laboratory unit requires 3 hours per week of class time. 


Lecture Units Lab Units Total Units
Lecture Lab 
UnitslHQurs Units/Hours 3 0 3+ 	 -1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units- 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units-144-162 
4 units - 64-72 4 units-192-216 48-54 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern . please select one or more areas from~. 

Pass/No Pass Yes 

0104.00 

Yes or NoMaximum 	 ~28 Enter number (usually Yes) 

Pass/No Pass NO Yes or No TOP code 
EnroIImen·t 	 ALLOW 

Iclick here for TOP 
ONLY (usually No) (choose only 1) code website) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found~
1 (If more than 1. justify with one of the fo llowing ) be 

'----+--=B;.;;;.ec-"'a""u;.;;;.s~ethe course content differs each time it is offered ... 
. . . fil1Q the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
enhanced by supervised repetition and practice within class periods 

. fil1Q the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

taken 

• J Stand Alone Course Check bcx if Stand Alone course. 
A Stand Alone course is a Non-degree applicable credit course and/or a degree applicable credit course which is not part of an approved educational 
program. 

http:B;.;;;.ec
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Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

This course is an introduction to the business of winemaking. Topics include marketing, 
basic accounting, media relations, product management, inventory control, state and federal 
compliance licensing, industry trends, distribution channels, wine club development and 
management, human resources and ALC management, state and federal taxation, 
insurance, vinta e forecastin , and indust contracts. 

To count 'NOrds, select only the 'NOrds within the catalog description, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it 'NOn't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in orav box below). 

An introduction to the business of winemaking. Topics include marketing, media relations, 
product management, inventory control, state and federal compliance licensing, industry 
trends, and wine club development. 
To count 'NOrds, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The course makes productive use of particular strengths the college has to offer and is in 
demand b students with transfer or occu ational oals. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu h a se arate a 

None. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followinq: 

1. 	Apply the principles of marketing and branding to wine sales; 
2. 	 Apply the principles of pricing in the marketplace. 
3. 	 Describe the process of vintage forecasting; 
4. 	 Describe public and media relations and how they apply to the wine 


industry; 

5. 	 Apply the process of bookkeeping and accounting for wineries; 
6. 	 Interpret winery financial reports; 
7. 	 Outline the TTB and ABC laws pertaining to wine consumption and sales; 
8. 	 Explain the various wine distribution channels; 
9. 	 Describe TTB training for wine sales; 

10. Describe state and federal licensing requirements for wine sales; 
11. Describe how E commerce and social networking effect wine sales; 
12. Outline insurance requirements in the wine industry; 
13. Analyze grape contracts between winery and grower; 
14. Apply principles of wine club development and management; 
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Course Content: (please number the outline of main topics and subtopics) 

Lecture and Discussion Topics 
1. Marketing wines - strategies for presenting brand to the marketplace including 

a) advertising in magazines b) internet usage c) use of local 
hotels, chambers of commerce, tourism offices. 

2. Branding wines - the image of the wine based on a) demographics b) target 

markets c) trends. 


3. Pricing and the marketplace. 
4. Pricing based on branding strategies. 
5. Vintage forecasting based on a) shelf-life b) market trends 
6. Public and media relations- a) newspapers, b) radio c) production company videos. 
7. Bookkeeping and accounting- a)Tax laws b) inventory control c) valuation. 
8. Winery financial reports. 
9. TTB and ABC laws - state and federal licensing requirements and the relationship 

between the two. 
10. Wine wholesale distribution channels- a) 3 tier system b) direct distribution 

11.lnsurance. 

12. Grape contracts between the grower and winery. 
:J~ commerce and email in wine sales - a) the internet b) social networking 

c) biogs. 
14. Wine club development 
15. Wine club management. 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the followinq: 

A. Lecture and discussion on the business principles of winery operations. 
B. Discussions on wine club development and management. 
C. Audio-visual materials can be used to describe the various topics in the course · 
content. 
D. Field trips to evaluate winery distribution operations. 
E. Student assignments with winery bookkeeping and accounting methods. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the followino: 

1. Written examinations will assess all learning objectives stated above. 
2. Reading and homework assignments on the topics of winery business operations. 
3. Assignments related to developing and managing a winery wine club. 
4. Field trips assignments will consist of reports, questionnaires or quizzes upon 
completion of the field trip. 

A. Two or more mid-term exams assessing all learning objectives stated above 
B. One comprehensive final exam. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class ass· nments are r uired. These assi nments ma include but are not limited to the followin : 
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B. Field trips at specified locations. 
-C. Develop a wine club. 
D. Develop a basic business plan for a new winery. 

Textbook ( s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 
Thach, Liz; Olsen, Janeen; Wagner, Paul Wine Marketing and Sales-Success 

Strat ies for a Saturated Market 
Author Title 

I The Wine Appreciation Guild 12001 
Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publlcation Date 

Su lemental 1 : 
Hall C. Michael; Mitchell Richard Wine Marketin : A Practical Guide 
Author Title 

I Elsevier Ltd. 12008 
Publlsher ISBN Publication Date 

Su lemental 2 : 
Successful Wine Marketin 

Author Tltle 

ISpringer Science& Business Media I I 2001 
Publlsher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

NEW JAN09 
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Submitted by: 

Discigline
, • ..._..,fr...... lht" ;;..1\ I ~· fmm !hi" H.:!\ 

Subject 
(select from this 

list\ 

Course 
Number Iitl.~ 

[Multiple Occupational [Various] 149 Occupational Internship: 
disciplines] General~ternshl~ ~ 

I I 

~ 
I 
! I
I 

History- M HIST HIST 151 History and Appreciation of Dance 
Dance - M 

DAN DAN 100 History and Apprec1at1on of Dance 

Course Number: a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form) . 

Title: If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units - 32-36 
3 units - 48-54 
4 units - 64-72 
5 units - 80-90 

!:2Q 
Units/Hours 
1 unit- 48-54 
2 units - 96-108 
3 units -144-162 
4 units -192-216 
5 units - 240-270 

Lecture Units 
N/A + 

Lab Units 
N/A --

Total Units 
1-401 

Lecture Hours Lab Hours Total Hours 
75-24o+ 

NIA + N/A -- See Other 
Enrollment 
Criteria.* 

AA/AS Degree General Ed Breadth Area(s): 
Courses should be appropriately placed on the General Ed pattern. please select one or more areas from ~. 

Maximum Pass/No Pass Yes 

4932.00 

Yes or No Enter number 
(usually Yes) Enrollment: ALLOW 

Pass/No Pass Yes or No TOP code (click here for TOP 
(usually No) code website} ONLY (choose only 1) 

Can time(S) for Credit (max 4) (More detailed information on course repeatability can be found bfil§). 
4 (If more than 1. justify with one of the following) be "".___ _._~Bec-"-'-au~s..o..ethe course content differs each time It Is offered ... 

x ... §!lSi the student who repeats it is gaining an expanded educational experience because skills and proficiencies aretaken 
enhanced by supervised repetition and practice within class periods 
.. lJ1!i the student who repeats it is gaining an expanded educational experience because active participatory

X experience in individual study or group assignments Is th& basic means by which learning objectives are 
obtained. 

0 Stand Alone Course Check box if Stand Alone course. 
A Stand Alone course is a Non-Oegree applicable credit course and/or a degree applicable credit course which is not part of an approved educational program. 

REV 7/09 
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Catalog Description: (Please do not refer to transferability or degree. certificate, or employment concentration applicability. 
Please only describe the course). (75 words or less in grav box below). 

The purpose of this course is to enable eligible students to include supervised on-the-job 
training as an integral part of the total college educational program. This is accomplished 
through a planned program of learning experiences which combines academic and 
vocational learning at school with new learning experiences on the job in an occupational 
setting. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count Careful! If you 
select the entire box that the words are within, it won't give an accurate count 

Schedule Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please onl describe the course . 25 words or less in ra box below . 

On-the-job application of concepts and skills related to the student's program. 

To count words, select only the words within the catalog description, then go to Tools, and to Word Count Careful! If you select the entire 
box that the words are within, it won't give an accurate count 

Need for the course: (For more information on demonstrating need, click~) 

This course provides on-the-job experience within a student's career field or general work 
experience and provides the opportunity for students to apply theory and skills learned in 
academic and vocational courses. Such experience will give students with little work 
experience in the field the opportunity to assess their attitudes and needs with respect to 
their future careers. 
Prerequisite(s): 
Prerequisites go through a separate approval process. See Forms E1-E4 for details. 
For further clarification, contact the Prer uisite Subcommittee 

None. 
Corequisite(s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Recommended Preparation: 
Recommended Pre aration oes throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 
Other Enrollment Criteria: 
Each student must be enrolled for the full semester and have completed one course in the discipline. A training 
agreement must be completed prior to registration. Please refer to the Occupational Internship Student 
Handbook for specific information. 

*01 units apply to this course. The following table specifies the unit credit earned for hours worked in 
internshio: 

u 

Paid hours Unpaid hours 
75-149 60-119 

150-224 120-179 
225-299 180-239 

300+ 240+ 

Credits earned 

1 

2 

3 

4 


1. 	 Assess his or her attitudes and abilities with respect to the requirements of the relevant 
career field and the specific internship experience. 

2. 	 Demonstrate resume and interview skills in relationship to career expectations. 
3. 	 Demonstrate occupational competence. 
4. 	 Analyze a target organization in terms of its products, structure, size, and economic impact 

on the community. 
5. 	 Observe and evaluate policies and behavior in organizations related to diversity and gender 

issues. 
6. 	 A I field-related theories and skills to real 'ob situations. 

REV 7/09 
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7. 	 Create and meet specific individual and program objectives as established in the internship
training plan. 

8. 	 MeerSCANS competencies or other competencies as relevant to field. 

Course Content: (please number the outline of main topics and subtopics) 

1. 	 Information about the organization targeted for the potential internship 
a. Its products or services 
b. Its size and structure 
c. The requirements of the internship position 
d. The nature of jobs and employment in the industry 

2. 	 Employment application procedures and skills 
a. Resume and portfolio construction 
b. Interview preparation 
c. Interview process 

3. 	 The training plan 
a. Writing performance objectives 
b. Maintaining a training log 
c. Evaluating progress toward objectives 

4. 	 Relevant social issues 
a. Diversity and gender equity 
b. Economic contributions of organization to the community 
c. Standards of ethical practice in the field 

5. 	 Field-specific information and skills (will vary by program) 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followino: 

1. 	 Individual consultation with the College Coordinator of Internships, program instructor and 
employer/trainer to plan and write performance objectives and to complete a training plan. [The 
completed training plan will be submitted to the career internship faculty for final approval prior to 
the starting date.] 

2. 	 Lecture and discussion concerning internship-related issues, including job-hunting, theory and 
skill application, and diversity/gender issues. 

3. 	 Individual and group preparation for the employment process, including mock interviews and 
resume development. 

4. 	 Supervised on-the-job experience within the selected field-related organization. 
5. 	 Individual writing, including a training log, self-evaluations, analyses of the internship 

experience. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

1. 	 Evaluation of written assignments including portfolio {if applicable) based on demonstrated 
completion of course and individual training-plan objectives 

2. 	 Completion of detailed training log and contract 
3. 	 Assessment of on-the-job learning and performance by employer/trainer. 
4. 	 Quality of participation in discussions with instructor and work supervisor. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	 Complete a Training Log on a daily basis, accounting for every day of training. 
a. 	 Indicate tasks and duties performed on a daily basis in the weekly log. 
b. 	 Annotate analysis of the connections between course of study and work experience. 
c. 	 Note and explain any absences. 

2. 	 Write a self-evaluation in relation to the internshi erience. 

REV 7/09 
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a. 	 Describe your objectives at the start of the internship. 
b. 	 Assess your progress toward your objectives. 
c. 	 Discuss how the internship experience has influenced your career preparation. 

3. 	 Submit a college level paper three-to-four typewritten pages in length, or portfolio, to address the 
following: 
a. 	 Training situation. Include the name of the occupation, the name and address of the site, and 

the employer/trainer's name. 
b. 	 Related instruction. Explain which courses in the program were particularly helpful in 


preparation for training. 

c. 	 Training experience. Describe at least one highlight of the internship experience and 


describe in detail the two most challenging tasks or duties. 

d. 	 Cultural Diversity/Gender Equity. Assess the internship in light of issues discussed in class 

and experience in the workplace pertaining to gender equity and cultural diversity. 
e. 	 Economics. Discuss the workplace in light of its contribution to the economic base of the 

local community. 
f. 	 Goals: Describe how the internship experience affected long-term goals. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 

Author Title 

Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Su lemental 1 : 
licable, materials will va line. 

Author Title 

Publisher 	 ISBN Publication Date 

Supplemental (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

REV 7/09 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, Ca 92583 

Author: IRick Halsey l Date: l 03108/05 

1 . Course Title: Safes and Marketin 
If this course is having asubject or number change. the course author must include after the Course Title 
(formerly {Subj}{Course Number} ie. Techn in the Classroom former! COE 160 
2. Course Number: AGTM 120/BAOM 120 

~~~~~~~~~~~~~~~~~~~~~~~ 

3. Miscellaneous: 
3a. Units/Hours 

Lecture Lab Lecture
Units/Hours Units/Hours Total Units Units Lab Units1 unit-16-18 1unit - 48-54 


2units - 32-36 
 2units - 96-108 3.0 3.0 0.0-- +3units - 48-54 3units - 144-162 

4 units - 64-72 
 4units -192-216 Lecture 

5 units - 80-90 
 5 units - 240-270 Total Hours Hours Lab Hours 

48-54 -- 48-54 + 0.0 I 
3b. Credit Type 

AGTM.·. 

x Transfer Credit (100 & higher) 
(click here for Transfer Form) 

GoffCourse/Turf 
Mana ement 

Non-Degree 
Credit 69 & lower 

3c. AA/AS Degree PatternLJ General Ed Breadth 

l~rea(s) l .• ·•···.··•.·· .··...•.. 
3d. Maximum Enrollment: Enter number 

3e. Credit/No Credit ONLY Yes or No (usually No) 

3f. Credit/No Credit ALLOW Yes or No (usually Yes) 

3g. Can be taken !fl time(s) for credit(maximum4): 

30_ 
No. 

·Yes · 

l_:_j (If more than 1, justify with one of the following)

D It is a lab class that emphasizes the development of skills over time 

D It is a lecture course in which the content varies from year to year 

3h. TOP code CclickhereforTOPcodewebsite) . 1307.30 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 

employment concentration applicability. Please only describe the course). (75 words or less in 


ra box below • 
This course examines how effective marketing pfans are conceived. designed and 
implemented. The course emphasizes sales and marketing as it applies to a 
varie of reso ·· restaura and related hos ital serviceindu roducts. 
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The focus includes related sales and promotional strategies, merchandising, 
public relations and advertising. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If vou select the entire box that the words are within. it won't qive an accurate count. 
5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
aray box below). 
Marketing for the service industry with a focus on restaurant and resort products. 
Presents the fundamental marketing concepts of advertising, promotions, 
merchandising and sales. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If vou select the entire box that the words are within. it won't qive an accurate count. 
6. Need/Justification (in gray box below) 

The course is part of the expanded offerings in the Golf Course/Turf Management 
Certificate to focus on qolf resort operations. a qrowinq industrv in the region. 
7a. Prerequisite(s) (in gray box below): 
Prereauisites ao throuah a separate aooroval process. See Forms E1-E4 for details. 
None. 
7b. Corequisite(s) (in gray box below): 

Coreauisites ao through a separate approval process. See Forms E1-E4 for details. 

None. 
7c. Recommended Preparation (in gray box below): 

Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 

details. 

None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the followina: 
The student will be able to: 

1. 	Describe the elements needed for a successful marketing process 
2. Evaluate various hospitality/service industry products 
3. 	 Formulate strategic marketing plans 

a. 	Analyze the elements in the regional marketing environment. 
b. Assemble marketing information from marketing research. 
c. 	Assess targeting and positioning concepts and design service 

industry products. 
d. Design a comprehensive marketing plan 
e. 	Evaluate the variety of consumer markets and distinguish marketing 

segments. 
4. 	 Evaluate techniques of internal marketing. 
5. 	Appraise quality measures that build customer loyalty. 
6. Compare and evaluate strategies for pricing products. 
7. 	 Assess distribution channels and discuss relative effectiveness. 
8. 	 Evaluate techniques for promotion products. 
9. Compare various types of public relations systems. 

1 O.Evaluate effective sales techniques. 


9. Course Content: (outline of main topics and subtopics in gray box below) 
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1) The Marketing Process 
a. Research 
b. Design 
c. Evaluation 
d. Strategic Marketing Plans 

2) Marketing Environments 
a. Market Research 
b. Consumer Markets 
c. Marketing Segments 
d. Targeting and Positioning Concepts 

3) Marketing Products 
a. Designing Products 
b. Product Pricing 
c. Merchandising 

4) Sales 
a. Strategies 
b. Public Relations Systems 
c. Sales Techniques 
d. Advertising 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction may include, but are not limited to the following: 
The following are the methods to be used to present course content 

a. Lectures will cover major theories and application of marketing and sales 
techniques as it relates to the golf course and resort management. 

b. Text assignments and reading materials will reinforce lecture topics 
c. Classroom assignments to reinforce specific steps in development of 

marketing plans 
d. Group research projects and presentations of Marketing Plans 
e. Class discussions 
f. Video skill demonstrations by students. 
g. Guest Speakers representing industry 

11. Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the following: 

a. Essay or term paper based on unit assignments 
b. Short answer exams 
c. Problem solving exercises related to lectures and reading assignments 
d. Research and participation in group assignment related to marketing 
e. Class participation and discussion 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assignments may include but are not limited to the following: 

a. Reading assignments from the text and supplemental material 
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b. 	Writing, Probtem Solving or Performance for example: 
1 •. Write a one-page essay explaining the significance of merchandising 

·to the servfce industry. 

< 	
~.. Write. aC>f19-P89c:t essay commenting c.m the pricing of service 
· · · products~ · 

c: Terrn paper, research paper on developing a marketing plan for a service 
company and present to the class • 

.. · 

13. Textbook (s): The required college-level textbooks may Include, but are not limited to the 
following: 

(1) Required: 

Philip Kotler. John Bowen. James Makens 

(Author} 

Marketing for Hos1>italit.Y and Tourism 
(Title) 

.... ..... 	 . ..Prentice·Hall 3"4 edition·. 0130996114'~ 
· 

2002 
(2} Required: ·. 

.·. 	 .. 

(Publisher) ISBN 	 (Publication Date\ 

.,,..~,,_,.,.,._;:,,._, 

. . ··• . <. 

(Author) 
- > 	 ·. .. 

mt1el 

<Publisher\ ISBN 	 <Publication Date\ 

(3) Required: 
.. •.. · 

.· 
-

(Author\ 
.·. 

lTltle) 
. ... 	 '.· 

<Publisher) ISBN <Publication Date\ 

(1) Supplemental: 

lAuthor\ 
... 

· . 

(Title) 
. · · .. 

.· .·. 

lPublisher) ISBN CPubllcation Datel 

(2) Supplemental: 
·. 

.. 
·. ·. · . 

(Author) . 
mt1e> 

·. ·. .. 	 .· 

CPubllsherl ISBN 	 <Publication Date\ 

(3) Supplemental: 
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(Author) 

(Title) 

(Publisher) ISBN 

Other Reference Materials/Supplies 

(Publication Date) 

Transfer and Art'ICUIation t01fill OUt the foIIowing: 
MSJC 

Board of 
Trustees 

Approval Date 

CSU 
Subml 

t 
Date 

CSU 
Approve 

Date 

c 
S 
u 
G 
E 

B 
r 
e 
a 
d 
t 
h 

CSU 
GE Breadth 

UC 
Submit 
Date 

UC 
Approve 

Date 

s Approve 
u 
b 
IT 

I 
t 
A Date Area Oat 
r e 
e 
a 

New I 
Revised I 

IGETC 
Submit 

MSJC 
Board of 

Area Oat
Trustees e 

Aooroval Date 
New I 
Revise 
d I 

IGETC 
Aporove 

Are Date 
a 

CAN CAN 
Submit Ao:>rove 

No. Oat DateNo. 
e 

BADM 120 -new JUNE 05 (er/ w AGTM 120) 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, Ca 92583 

Author: IRick Halsey IDate: I 031051os 

Discipline(s): l~1_._H_O_R_T____~l2_._B_A_D_M____~l_3_.----------. 

1. Course Title: I Sanitation and Safety in Resort Management 
If this course is having a subject or number change, the course author must include after the Course Title 
(formerly {Subj}{Course Number} ie. Technol in the Classroom formerl COE 160 

2. Course Number: HORT 121/BADM 121 formerl AGTM 121 
3. Miscellaneous: 
3a. Units/Hours 

lecture 

Units/Hours 


1 unit-16-18 

2 units - 32-36 

3 units - 48-54 

4 units - 64-72 

5 units - 80-90 


lab 

Units/Hours 


1 unit - 48-54 

2 units - 96-108 


3 units -144-162 

4 units - 192-216 

5 units - 240-270 


Total Units 
2.0 


Total Hours 
32-36 


Lecture 

Units 


- 2.0-
Lecture 
Hours 

-- 32-36 

Lab Units 
0.0+ 

Lab Hours 
0.0+ 

3b. Credit Type 

Turf and Landscape 
Management IDept: HORT Program: 

x Non-DegreeDegree Credit/ Transfer Credit (100 & higher) /x 
J 

(click here for Transfer Form) (70 & higher) Credit (69 & lower) 

3c. AA/AS Degree Pattern CJ General Ed Breadth 

I ~rea(s) I 

3e. Credit/No Credit ONLY 

3d. Maximum Enrollment: 

3f. Credit/No Credit ALLOW 

No 
§§0 

No 
Yes or No (usually No) 

Enter number 

Yes or No (usually Yes) 

3g. Can be taken 111 time(s) for credit (maximum 4): 
L:_j (If more than 1, justify with one of the following) D It is a lab class that emphasizes the development of skills over time

D It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 1307.10 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 

employment concentration applicability. Please only describe the course). (75 words or less in 


ra box below . 

This course is a study of the principles of hygiene and sanitation and their 

application to food service operations. Emphasis is placed on the implementation 
of ro er methods and rocedures and the food handlers res onsibili in 
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maintaining high sanitation and safetv standards. (42) 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If vou select the entire box that the words are within, it won't give an accurate count 

5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
orav box below). 
This course provides a general working knowledge of safety and sanitation 
guidelines for working with food. Emphasis is on guidelines related to resort 
operations. (24) 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count 
Careful! If vou select the entire box that the words are within it won't give an accurate count 

6. Need/Justification (in gray box below) 

The course is part of the expanded offerings in the Turf and Landscape 
Management Certificate to focus on golf resort operations, a growing industry in 
the region. 
7a. Prerequisite(s) (in gray box below): 
Prerequisites go through a separate aooroval process. See Forms E1-E4 for details. 

None. 
7b. Corequisite(s) (in gray box below): 
Corequisites go through a separate aooroval process. See Forms E1-E4 for details. 

None. 
7c. Recommended Preparation (in gray box below): 
Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 
details. 
None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Upon the completion of the course the student will be able to do the following: 
Upon completion of this course, students will be able to: 

a. Articulate the importance of maintaining high sanitation standards in 
foodservice operations. 

b. Identify and describe the relationships between microorganisms and food 
borne illnesses. 

c. Recognize, identify and describe the effects of poor personal hygiene and 
health on food and food service operations. 

d. Design and complete a safety-sanitation inspection report for a food-service 
operation. 

e. Design a cleaning schedule and develop strategies for implementing it in a 
food service operation. 

f. Identify and define the basic concepts of safety within a food service 
operation. 

g. Identify, describe and define the basic concepts of safe food handling within 
a food service operation. 

h. Identify and describe the basic elements of design and planning a food 
service operation with respect to sanitation, safety, and work simplification. 

i. Identify, define and apply the proper procedures in the use and handling of 
food service equipment and facilities. 

9. Course Content: (outline of main topics and subtopics in grav box below) 
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A. Sanitation and Health 
1. 	Providing safe food 
2. 	 The Micro world 
3. 	Contamination and Food borne Illness 

B. 	Serving Sanitary Food 
1. 	 Purchasing and Receiving Safe Food 
2. 	 Keeping Food Safe in Storage 
3. 	Protecting Food Preparation and Serving 
4. The Safe Food Handler 

C. The Sanitary and Safe Food Environment 
1. Sanitary Facilities and Equipment 
2. 	 Cleaning and Sanitizing 
3. 	Organizing a Cleaning Program 
4. 	Pest Control 
5. 	Accident Prevention and Action for Emergencies 

D. 	Managing a Sanitary and Safe Food Service 
1. Employee Sanitation Training 
2. Dealing with Sanitation and Safety Regulations and Standards 

1------- - - __ _ ing a Safe and Sanita~<><?d ice3.	 Mana _S_e_rv_____________. 
10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 

Methods of instru<?,!:!.2n may include..t.!>ut are not limitedJ Q..th_e following: 


A. Lectures on major aspects of food safety and sanitation 
B. Guided demonstrations by instructor on techniques and practices 
C. 	Research and Group presentations 
D. 	Class discussions 
E. 	 Skill demonstrations by students 
F. Video 

______<?.._'. Guest Speakers from indl.!_~---------------------1 
11. Methods of Evaluation: A student's grade shall be determined by the instructor using 

multiple measures of performance related to the course objectives. Methods of evaluation may 

include but are not limited to the followin : 


A. Essay 
B. Non-Computations Problem-Solving 
C. Skill Demonstration 
D. 	Journal on ersonal observations from restaurants visited 

12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assi nments ma include but are not limited to the followin : 

a. 	 Reading in the textbook and in recommended supplementary 
literature. 

b. 	Notes taken on instructor lectures and guest speakers. 
c . 	Viewing of films and slide programs, including the taking of notes 

thereon. 
d. 	Listening to sound recordings and taking notes thereon. 
e. 	Special reports by students, in panel or individual. 
f. 	 Participation in class research projects involving the collection, 

compilation and interpretation of data, including the composition 
-----of- written or oral re orts thereon.'-- ---··-·--	 ________________ __, 

http:instru<?,!:!.2n


--

--

--

--
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g.. Examinations o{various types,._sucb as essay and_multiple
- - -

choice. 
13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) Required: 
National Restaurant Association. 
(Author} 

ServSafe Coursebook (3rd ed.) 
(Title) 

John Wiley &Sons 0471478024 2004 
<Publisher) ISBN (Publication Date} 

(2) Reauired: 

{Author) 

<Title)- --

(Publisher) ISBN 

-

- -
(Publication Date) 

(3) Required: 

<Author) 

ITltle} 

<Publisher) ISBN CPubllcatlon Date) 

(1) Supplemental: 
-

-_ -

(Author\ 

<Title) 

<Publisher) ISBN {Publication Date) 

(2) Supplemental: 
-_ 

{Author) 

- --_ 

lTltlel -
<Publisher) ISBN 

-

{Publication Date) 

(3) Suoolemental: 
_

lAuthorl 

tTltlel 

(Publisher) ISBN (Publication Date) 
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IOther Reference Materials/Supplies 

BADM 121 -new JUNE 05 (er/ w AGTM 121) 

MR - Changed from AGTM to HORT CCA 11 /13/06 - Catalog inclusion date: 2007-08 
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Mt. San Jacinto College 
1499 North State Street 
San Jacinto, Ca 92583 

Author: I Rick Halsey 	 I Date: I 03102105 

Discipline(s): 11. HORT 12. BADM 	 I3. 
~~~~~~~~~~~~~~~~~~-'-~~~~~~~~~~ 

1. Course Title: I Resort Food & Beverage Operation 
If this course is having a subject or number change, the course author must include after the Course Title 
(formerly {Subj}{Course Number} ie. Technolo in the Classroom formerl COE 160 

2. Course Number: HORT 122/BADM 122 formerl AGTM 122 
3. Miscellaneous: 
3a. Units/Hours 

Lecture 

Units/Hours 


1 unit-16-18 

2 units - 32-36 

3 units - 48-54 

4 units - 64-72 

5 units - 80-90 


Lab Lecture 
Units/Hours Total Units 	 Units Lab Units1 unit - 48-54 


2 units - 96-108 3.0 3.0 0.0
+
3 units-144-162 
4 units - 192-216 	 Lecture 
5 units - 240-270 Total Hours Hours Lab Hours 

48-54 48-54 0.0-	 +-
3b. Credit Type 

Dept: HORT Program: 
Turf and Landscape 
Manaqment 

jx jTransfer Credit (100 & higher) 
(click here for Transfer Form} x Degree Credit 

(70 & higher) 
Non-Degree 
Credit (69 & lower) 

3c. AA/AS Degree Pattern CJ General Ed Breadth 

I~rea(s) I 
3d. Maximum Enrollment: 

3e. Credit/No Credit ONLy 
§§0

no 
Enter number 

Yes or No (usually No) 

3f. Credit/No Credit ALLOW no Yes or No (usually Yes) 

3g. Can be taken 	 111 time(s) for credit (maximum 4): 
l__:_j (If more than 1, justify with one of the following)

D It is a lab class that emphasizes the development of skills over time

D 
It is a lecture course in which the content varies from year to year 

3h. TOP code (click here for TOP code website) 1307 
4. Catalog Description: (Please do not refer to transferability or degree, certificate, or 
employment concentration applicability. Please only describe the course). (75 words or less in 

ra box below . 
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This course is the study of the techniques and methods of operating and 
controlling a food and beverage operation in a resort environment. It studies the 
management techniques necessary for the planning, monitoring and controlling of 
a food service operation and of the control systems available to insure a profitable 
operation. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within it won't aive an accurate count. 
5. Class Schedule Description: (Please do not refer to transferability or degree, certificate, 
or employment concentration applicability. Please only describe the course). (25 words or less in 
qray box below). 

This course provides a general overview of food & beverage management and 
controlling costs within the operation. Emphasis is on guidelines related to resort 
operations. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. 
Careful! If you select the entire box that the words are within it won't give an accurate count. 
6. Need/Justification (in gray box below) 

The course is part of the expanded offerings in the Turf and Landscape 
Management Certificate to focus on golf resort operations, a growing industry in 
the region. 
7a. Prerequisite(s) (in gray box below): 
Prerequisites go through a separate aooroval process. See Forms E1-E4 for details. 
None. 
7b. Corequisite(s) (in gray box below): 
Corequisites go through a separate approval process. See Forms E1-E4 for details. 
None. 
7c. Recommended Preparation (in gray box below): 
Recommended Preparation goes through a separate approval process. See Forms E1-E4 for 
details. 

None. 
7d. Other Enrollment Criteria: 
None. 
8. Learning Objectives: (express in behavioral terms in gray box below): 
Uoon the completion of the course the student will be able to do the following: 
Upon completion of the course, students will be able to: 

a. Describe the principles of planning and control systems used in the 
management of food and beverage operations 

b. Apply appropriate principles of planning and control to specific situations in 
food and beverage operations 

c. Utilize standard techniques to monitor food and beverage operations 
d. Analyze food and beverage operations and utilize the information obtained to 

develop effective operational strategies. 
e. Demonstrate techniques of effectively communicating with employees 
f. Implement accepted industry policies and techniques to best manage the 

production of employees. 
9. Course Content: (outline of main topics and subtopics in gray box below) 

The Course Content and Scope: 
a. The food cost control cycle 
b. Menu planning and goal setting 
c. Monitoring operations and point of sales systems 
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d. Purchasing policies and procedures 
e. Specifications and product quality 
f. Receiving and Storage 
g. Forecasting 
h. Production control 
i. Pre costing 
j. Payroll analysis and control 
k. Food cost performance 
I. Controlling beverage cost. 
m. Budgeting for food service operations 
n. Evaluation and decision making in food service operations 

10. Methods of Instruction: (reflective of a variety of learning styles in gray box below) 
Methods of instruction may include, but are not limited to the following: 

A. Lectures on major considerations of resort food and beverage 
operations 

B. Assigned reading and review of supplemental materials provided by 
instructor on techniques and practices 

C. Research and Group presentations on specific topics in industry 
D. Class discussions on practices and procedures 
E. Video 
F. Guest Speakers from industry 

11 . Methods of Evaluation: A student's grade shall be determined by the instructor using 
multiple measures of performance related to the course objectives. Methods of evaluation may 
include but are not limited to the following: 

a. Essay 
b. Computation 
c. Non-Computational Problem-solving 
d. Skill Demonstration 
e. Multiple Choice 
f. Other (Written assignments involving analysis, conclusion and strategic 

planning to imolement solutions 
12. Examples of Assignments: Students will be expected to understand and critique college 
level texts or the equivalent. Reading and writing, as well as out of class assignments are required. 
These assignments may include but are not limited to the following: 

a. Readings in the textbook and in recommended supplementary literature. 
b. Participation in class research projects involving the collection, compilation 

and interpretation of data, including the composition or written or oral 
reports thereon 

c. Keep a journal of observations from local restaurants and operations. 
d. Presentations on a management style and problem-opportunities from the 

class and student solutions to those oooortunities. 
13. Textbook (s): The required college-level textbooks may include, but are not limited to the 
following: 

(1) ReQuired: 
Paul R. Dittmer 
(Author) Paul R Dittmer 

Principles of Food, Beverage and Cost Controls Cm) 
(Title) 
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John Wiley & Sons Inc 0471397032 
<Publisher) ISBN 

(2) Required: 

(Author) 

!Title) 

!Publisher) ISBN 

(3) Required: 

(Author) 

(Title) 

(Publisher) ISBN 

(1) Supplemental: 

(Author) 

(Title) 

(Publisher) ISBN 

(2) Supplemental: 

(Author) 

(Title) 

(Publisher) ISBN 

(3) Supplemental: 

(Author) 

(Title) 

(Publisher) ISBN 

Other Reference Materials/Supplies 

2002 
(Publication Date) 

(Publication Date) 

(Publication Date) 

(Publication Date) 

(Publication Date) 

(Publication Date) 

BADM 122 -new JUNE 05 (cr/AGTM 122) 

MR - Changed from AGTM to HORT CCA 11 /13/06 - Catalog inclusion date: 2007-08 
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Submitted by: Gloria Sanchez 
Subject Course 

(select from this 
I! t My_m__b_e_r 

Accounting Business ACCT 076 Bookkeeping Part I 
Accounting Theory 

History  M HIST HIST 151 History and Appreciation of Dance 
Dance- M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001-069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change, the course author must include after the Course Title (formerly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time, and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture 
Units/Hours 
1 unit-16-18 
2 units  32-36 

Lab 
Units/Hours 
1 unit - 48-54 
2units-96-108 

Lecture Units 
3 I + I 

Lecture Hours 

Lab Units 
0 

Lab Hours 

Total Units 
3 

Total Hours 
3 units  48-54 
4 units  64-72 
5 units  80-90 

3 units-144-162 
4 units-192-216 
5 units  240-270 

48-54 + 0 -- 48-54 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from~-

Pass/No Pass YES 

0502.00 

Yes or NoMaximum 	 ~35 Enter number (usually Yes) EnroIImen:t ALLOW 
Pass/No Pass NO Yes or No TOP code (click here for TOP 
ONLY (usually No) (choose only 1 ) code website) 

time( s) for credit (max 4) (More detailed infonmation on course repeatability can be found 
!Nrfil. 

Can 
be (If more than 1. justify with one of the following) 

~-__,__Bec_a_u_se~the course content differs each time it Is offered ..._taken 
. . . lfil!. the student who repeats ii is gaining an expanded educational experience because skills and proficiencies are 

1-------1 	enhanced by supervised repetition and practice within class periods 
... lfil!. the student who repeats it is gaining an expanded educational experience because active participatory 
experience in Individual study or group assignments is the basic means by which learning objectives are 
obtained. 

~--~ 

Catalog Description: (Please do not refer to transferabil ity or degree. certificate. or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

ractice u on 

1 
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which advanced work in other accounting courses is based. Topics include the 
double entry bookkeeping system, cash and accrual methods, use of journals and 
ledgers, adjusting entries, receipts and payments, payroll, sales tax, property tax 
and banking. 

To count words, select only the words within the catalog descnption, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate. or employment concentration applicability. 
Please only describe the course). (25 words or less in gray box below). 

Fundamentals of bookkeeping such as recording transactions, journals, ledgers, 
adjusting entries, receipts and payments, payroll, sales tax, property tax and 
banking. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

The course is required for completion of a certificate program and to conform to 
current re uirements in indus 
Prerequisite(s): (For more information, click here) 

Prer uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 


None. 
Corequisite{s): 
Cor uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 

None. 

None. 
Other Enrollment Criteria: 

I None. 
Learning Objectives: (please number each objective and express in behavioral terms) 
Uoon the completion of the course the student will be able to do the followinq: 

1. 	 Define and explain the structure and nature of bookkeeping and accounting practices and 
procedures in a small business environment. 

2. 	 Examine manual accounting procedures for completing the accounting cycle under the cash 
and accrual methods of accounting. 

3. 	 Assess appropriate accounting methods for performing record keeping procedures for 
service and merchandising entities. 

4. 	 Prepare typical accounting documents used by sole proprietorships. 
5. 	 Prepare typical fmancial statements for sole proprietorships. 
6. 	 Research and evaluate accounting and business resources available to bookkeepers and 

accountants. 
7. 	 Identify the cultural and ethical implications of bookkeeping and accounting practices in a 

small business environment. 

Course Content: (please number the outline of main topics and subtopics) 

1 Introduction to Accounting 
A. 	 The Purpose ofAccounting 
B. 	 The Accounting Process 
C. 	 Generally Accepted Accounting Principles (GAAP) 
D. 	 Three Types of Ownership Structures 
E. 	 Types ofBusinesses 
F. Career Opportunities in Accounting 

2 Analyzing Transactions: The Accounting Equation 
A. 	 The Accounting Elements 
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B. The Accounting Equation 
C. Analyzing Business Transactions 
D. Effect ofTransactions on the Accounting Equation 
E. Financial Statements 
F. Overview of the Accounting Process 

3 The Double-Entry Framework 
A. The T Account 
B. Debits and Credits 
C. Transaction Analysis 
D. The Trial Balance 

4 Journalizing and Posting Transactions 
A. Flow of Data 
B. The Chart ofAccounts 
C. Source Documents 
D. The General Journal 
E. The General Ledger 
F. Finding and Correcting Errors in the Trial Balance 

5 Adjusting Entries and the Work Sheet 
A. End -of-the Period Adjustments 
B. The Work Sheet 
C. Finding Errors on the Work Sheet 
D. Journalizing Adjusting Entries 
E. Posting Adjusting Entries 
F. Methods ofAccounting: Cash, Modified Cash, and Accrual 

6 Financial Statements and the Closing Process 
A. The Financial Statements 
B. The Closing Process 
C. Post-Closing Trial Balance 
D. The Accounting Cycle 

7 Accounting for Cash 
A. Checking Account 
B. Reconciling the Bank Statement 
C. The Petty Cash Fund 
D. The Change Fund and Cash Short and Over 

8 Payroll Accounting: Employee Earnings and Deductions 
A. Employees and Independent Contactors 
B. Employee Earnings and Deductions 
C. Payroll Records 
D. Accounting for Employee Earnings and Deductions 
E. Payroll Record-Keeping Methods 

9 Payroll Accounting: Employer Taxes and Reports 
A. Employer Payroll Taxes 
B. Accounting for Employer Payroll Taxes 
C. Reporting and Payment Responsibilities 
D. Worker's Compensation Insurance 

I 0 Accounting for A Merchandising Business 
A. Merchandise Sales Transactions 
B. Merchandise Sales Accounts 
C. Journalizing and Posting Sales and Cash Receipts Transactions 



Mt. San Jacinto College 

Page4of6 Integrated Course Outline of Record FormB 


D. Schedule ofAccounts Receivable 
11 Accounting for Purchases and Cash Payments 

A. Merchandise Purchases Transactions 
B. Merchandise Purchase Accounts 
C. Journalizing and Posting Purchases and Cash Payments Transactions 
D. Schedule ofAccounts Payable 

12 Special Journals 
A. Special Journals 
B. Sales Journal 
C. Cash Receipt Journal 
D. Purchase Journal 
E. Cash Payments Journal 

13 Accounting for Merchandise Inventory 
A. Assigning Cost to Inventory and Cost of Goods Sold 
B. Estimating Ending Inventory and Cost ofGoods Sold 

14 Adjustments and the Work Sheet for a Merchandising Business 
A. Adjustment for Merchandise Inventory: Periodic Inventory System 
B. Adjustment for Unearned Revenue 
C. Preparing a Work Sheet for a Merchandising Business 
D. Adjusting Entries 
E. Preparing and Journalizing Adjusting Entries Under the Perpetual Inventory System 

15 Financial Statements and Year-End Accounting for a Merchandising Business 
A. The Income Statement 
B. The Statement of Owner's Equity 
C. Balance Sheet 
D. Financial Statement Analysis 
E. Closing Entries 
F. Reversing Entries 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction mav include, but are not limited to the followina: 

1. 	 Lecture, demonstration and discussion with supporting visual materials (PowerPoint, on-line 
resources, or multimedia) will be used to introduce fundamentals ofbookkeeping and 
accounting practices covered in course objectives. 

2. 	 Teams will be formed to discuss textbook concepts and work cooperatively in applying concepts to 
the solution ofassigned problems, linking competencies to actual business transactions and 
accounting practices covered in course objectives 

3. 	 In class discussions ofcase studies provided in the textbook and/or through online resources will 
provide students an opportunity to share ideas and discuss concepts for completing the 
accounting cycle. 

4. 	 Individualized instruction to assist students as they implement textbook concepts to produce 
financial reports using a manual accounting system. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 
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1. 	 Exams, quizzes and textbook assignments will be used to determine the students' understanding of 
manual accounting procedures and practices in a small business environment. 

2. Comprehensive problems and/or practice sets will be used to determine the students' competencies 
in applying textbook concepts for completing the accounting cycle and producing financial 
statements for simulated business entities. Project will be complete when all journal entries, 
trial balances and financial statements are correct, no errors. 

3. Written and oral reports will be used to measure students' comprehension of special topics such as 
payroll and credit practices, effective cash control procedures, online accounting resources, 
and current trends in business accounting practices. Students will be graded on content, 
format, supporting documentation and conclusions presented in the written report and oral 
summary. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

A. 	 Problem Solving Assignments including worksheets: 
1. 	 Worksheet, handout and quiz for topic: Cash and Accrual methods. 
2. 	 Worksheet problems for topics: Calculate Gross Payroll, Payroll Taxes and Net Payroll. 

B. 	 Practice Sets: Utilizing the appropriate accounting cycle steps, concepts and procedures account 
for the two types ofbusinesses: 
1. 	 Service business: Two months of accounting for Les Paine DDS 
2. 	 Merchandise business: One month of accounting for Ready Wholesale Office Supplies 

C. 	 Research Project: Working individually or in your assigned teams, conduct research and prepare a 
written report, analyzing the accounting resources available in a government website such as the 
Employment Development Department, Internal Revenue Service, or State Board of Equalization. 
An oral summa of the r ort will be resented to class members. 

Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Required;;:
IHeintz & P ICollege Accounting 

Author 	 Title 

ISouth Western Publishing I 0-324-38249-9 j 19th ed. 2008 
Publisher 	 ISBN Publication Date 

Required (2): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Required (3): 

Author 	 Title 

Publisher 	 ISBN Publication Date 

Supplemental (1 ): 

Author 	 Title 

Publisher 	 ISBN Publication Date 



Mt. San Jacinto College 
Page 6of6 Integrated Course Outline of Record FormB 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 
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Subject 

Business-M BUS BADM 

Submitted by: ~N_a_n_c_y_A_._J_ Date:o_h_n_so_n~,_E_s~q~.-------~ I9/27/2007 
Course 
Number 	 Titl_e 
103 Introduction to Business 

History  M HIST HIST 151 History and Appreciation of Dance 
Dance- M 

DAN DAN 100 History and Appreciation of Dance 

Course Number: 	 a) 001 -069 Non-Degree credit, b) 070 and higher: Degree credit, c) 070-079 are intended for students with learning 
disabilities, d) 100 or higher: Transfer credit (please click here for the transfer form). 

Title: 	 If this course is having a subject or number change. the course author must include after the Course Title (form erly 
{Subj}{Course Number}) i.e. Technology in the Classroom (formerly COE 160). 

Units/Hours: 
Each lecture unit requires 1 hour per week of class time. and 2 hours per week of study outside of class. 
Each laboratory unit requires 3 hours per week of class time. 

Lecture Units Lab Units Total Units
Lecture Lab 
Units/Hours Units/Hours 3 0 - 3+ 	 1 unit-16-18 1 unit - 48-54 
2 units - 32-36 2 units - 96-108 Lecture Hours Lab Hours Total Hours 
3 units - 48-54 3 units -144-162 
4 units - 64-72 4 units -192-216 48-54 	 + 0 -- 48-54 
5 units - 80-90 5 units - 240-270 

AA/AS Degree General Ed Breadth Area(s): 
If this course is appropriately placed on the General Ed pattern, please select one or more areas from ~. 

Maximum Credit/No Yes or No Enter number 
(usually Yes) Enrollment: Credit ALLOW 

Credit/No Yes or No 	 TOP code (click here. fo r TOP 
(usually No) code website)Credit ONLY (choose only 1 ) 

Can time(s) for credit (max 4) (More detailed informa tion on course repeatability can be found !J:fillll.
1 (If more than 1 . justify with one of the following)be Because the course content differs each time It is offered ... 

~--+---~ 

... MJSi the student who repeats it is gaining an expanded educational experience because skills and proficiencies are 
,_____, enhanced by supervised repetition and practice within class periods 

. MJSi the student who repeats it is gaining an expanded educational experience because active participatory 
experience In Individual study or group assignments is the basic means by which learning objectives are 

.__ _ _, obtained. 

taken 

Catalog Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please onl describe the course . 75 words or less in ra box below . 

U.S. businesses operate in a constantly changing global business environment. This is an 
introduction to that environment. Students com letin the course should be ca able of 
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analyzing various forms of business ownership and sizes or organizations, understanding 
ethics and social responsibility of businesses in a global market, analyzing the economic 
challenges facing businesses, understanding global competitive methodologies, and 
understand domestic and international labor-management relations issues and the use of 
technology and information in business. 

To count words, select only the words within the catalog descnpt1on, then go to Tools, and to Word Count. Careful! If you 
select the entire box that the words are within, it won't give an accurate count. 

Schedule Description: (Please do not refer to transferability or degree, certificate, or employment concentration applicability. 
Please only describe the course). (25 words or less in qray box below). 

This course is an introduction to the global business environment. Topics include business 
formation, organization, research, current events, economics, politics and business 
functions/systems. 
To count words, select only the words within the catalog description, then go to Tools, and to Word Count. Careful! If you select the entire 
box that the words are within, it won't give an accurate count. 

Need for the course: (For more information on demonstrating need, click here) 

I This course is a core course option for students pursuing a Business Administration major. 
Prerequisite(s): (For more information, click here) 

Prer uisites o throu ha se arate a roval rocess. See Forms E1-E4 for details. 


None. 

Learning Objectives: (please number each objective and express in behavioral terms) 
Upon the comoletion of the course the student will be able to do the following: 

1. 	 Analyze and compare business operations in a global setting. 
2. 	 Discuss the issues of ethics, social responsibility and globalization. 
3. 	 Develop the basic skills of business research, problem solving, and decision-making. 
4. 	 Construct an independent, creative project to demonstrate these skills. 
5. 	 Develop the basic skills necessary to begin development of a business plan. 
6. 	 Evaluate personal strengths, weaknesses and their adaptability to a business 

environment. 
Course Content: (please number the outline of main topics and subtopics) 

I. Business in a global environment 
a. 	 The framework of contemporary business 
b. 	 Business ethics and social responsibility 
c. 	 Economic challenges facing business 
d. Competing in global markets 

II. Starting and growing your business 
a. Organizing small and large businesses 
b. 	 business ownership vs. entrepreneurship 
c. E-Business: Doing business on-line 

Ill. Management and human relation issues 
a. 	 Management, and leadership within the organization 
b. 	 Human resource management and labor relations 
c. 	 Improving performance through empowerment, teamwork and communication 
d. 	 Production and operations manaQement 
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IV. 	 Marketing 
a. Customer-driven marketing 
b. 	 Product selection and distribution channels 
c. 	 Promotion and pricing 

V. 	 Technology and information 
a. 	 Using technology to manage information 
b. 	 Understanding accounting and financial statements 

VI. 	 Managing financial resources 
a. 	 Financial management and institutions 
b. 	 Financing and investing through securities 

Methods of Instruction: (please number and be reflective of a variety of learning styles) 
Methods of instruction may include, but are not limited to the following: 

1. 	 Lecture and discussion with presentations using visual materials (Powerpoint, on
line resources, or multimedia) to introduce the fundamentals of business. 

2. 	 Analysis of Case Studies that develop and apply the basic concepts of the 
business enterprise. 

3. 	 In class discussions of current events in business. 
4. 	 Student analysis and presentation of business topics. 

Methods of Evaluation: A student's grade shall be determined by the instructor using multiple measures of performance 
related to the course objectives. Methods of evaluation may include but are not limited to the following: 

1. Quizzes on course related concepts. 
2. Written analysis of case studies on current business topics. 
3. Informal evaluations of student discussions of current business news. 
4. 	 Midterm/Final exam: Objective questions on fundamental concepts and essay 

questions that show analysis and application of basic business knowledge. 
5. 	 Research paper examining management techniques and strategies of successful 

businesses. 
6. 	 Projects related to starting a business including research regarding zoning and 

other regulations, financing the operation, management , advertising and related 
topics. 

Examples of Assignments: Students will be expected to understand and critique college level texts or the equivalent. 
Readin and writin , as well as out of class assi nments are r uired. These assi nments ma include but are not limited to the followin : 

1. 	 Group Case Study Analysis: Students form small groups and discuss a scenario that 
may arise in a modem business enterprise. Each group prepares a 10 minute 
presentation analyzing events or actions that led to the events in the scenario and 
what should have been done. 

2. 	 Individual Presentation/Paper: Prepare a presentation on a designated business topic 
or business current event. Discuss the substance of the topic or article and its 
significance to business including possible future domestic and global ramifications. 

3. 	 Business planning: Interview business owners who operate businesses similar to 
one you might like to own. Gather information regarding their achievements and set
backs and what was required to enter this type of business. Compare these results 
with your mental image of what you thought you would do to enter this business field. 
Determine your weaknesses and strengths and what more you would need to enter 
this type of business. 
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Textbook (s): The required college-level textbooks may include, but are not limited to the following: 

Re uired 1 : 

Author Title 

Thomson 13:978-0-324-54052-9 or 2007 or most recent 
10:0-324-64052-3 edition 

Publisher ISBN Publication Date 

Required (2): 

Author Title 

Publisher ISBN Publication Date 

Required (3): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (1 ): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (2): 

Author Title 

Publisher ISBN Publication Date 

Supplemental (3): 

Author Title 

Publisher ISBN Publication Date 

BADM 103 rev JAN 08 
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Dept Type Name 

AJ ECC Computer Forensics 

I 
AIS Degree A. A. in American Indian Studies 

ANTH Degree A.A. in Anthropology 

I 
AUME ECC Honda Fast Track 

BUS IEcc Entrepreneurship 

BUS ECC Event Operations Management 

BUS ECC Professional Development 

BUS ECC Project Management 

Sustainable Energy Management for 

BUS ECC Business 

BUS ECC Records Management 

BUS ECC Virtual Office Professional 

CIS ECC Computer Forensics 

CIS ECC Embedded Systems Programming 

CIS ECC OpenOffice Specialist 

CIS ECC Database Administration 

CIS ECC Service Desk Hardware Support 

CIS ECC Service Desk Software Support 

I 

I
New or/ 

Significant 

Revisions Catalog 

since FAOS? Inclusion 

New 2009-10 

New 2011-12 

New 2011-12 

New 2010-11 

!New .2010-11 

New 2011-12 

I I 

New 12009-10 
I 

I 
New ,2009-10 

I 

New 2010-11 

New 2009-10 

I 
New 2009-10 

New 2009-10 

New 2011-12 

New 2009-10 

New 2009-10 

New 2010-11 
New 2010-11 

I 

I 
Reference 50%+ Reference 

Additional Information Matis Online Matis 

Crosslisted as CIS CCM 12/15/08 NO IDE Log 

Awaiting Chancellor's Office 

Approval BOT 01/21/10 TBD DE Log 

Awaiting Chancellor's Office 

Approval BOT 01/21/10 TBD .DE Log
-

N/ A CCM 12/07/09 NO DE Log 

N/A CCM 10/26/09 YES DE Log 

N/A CCM 05/03/10 YES I 
' 

N/ A CCM 10/13/08 1YES DE Log 

I 
N/A CCM 12/18/08 IYES DE Log 

I 
N/A CCM 12/14/09 NO DE Log 

N/A CCM 10/13/08 YES DE Log 
-

N/A CCM 12/15/08 YES DE Log 

, Crosslisted as AJ CCM 12/15/08 INO DE Log 
I 

N/A CCM 05/17/10 TBD DE Log 
I 

IN/A CCM 03/17/08 YES DE Log 

I 
N/A CCM 09/29/08 1YES DE Log 

N/A CCM 12/7/09 NO DE Log 

N/A CCM 12/7/09 
1
YES DE Log 

Highlighted= Deactivated 

Bold=2011-12 



New or/ 
I 

I 

Significant 

1 

1 

I 

Revisions Catalog 

Dept Type Name since FAOS? Inclusion Additional Information 

ENGR ECC Green Collar Manufacturing New 2010-11 N/ A 

ENGR ECC Manufacturing Quality Assurance New 12010-11 N/A 

ENGR ECC Small Wind Energy Technology New 2010-11 N/A 

ENGR ECC Solar Photovaltaic Technology New 2010-11 N/A 

ENGR ECC Solar Thermal Technology New 2010-11 N/ A 

ENGL Degree A.A. in English New 2010-11 Transfer Option B & C 

ESL ECC ESL Certificate Level 1 New 2009-10 N/A 
ESL ECC ESL Certificate Level 2 New 2009-10 N/ A 

GEOG Degree A.A. in Geography New 2010-11 Transfer Option B & C 

I I 
I II 

MATH loegree A.S. in Mathematics NEW 2011-12 ITransfer Option B & C 
I 

VEW ECC Vineyard, Enology and Winery Technology New 2010-11 N/ A 

I 
Reference 50%+ Reference 

Matis Online Matis 

CCM 12/7/09 NO DE Log 

CCM 12/7/09 NO DE log 
1CCM 12/7/09 NO DE log 

CCM 12/7/09 NO DE Log 

'ccM 12/1/09 NO DE Log 

BOT 11/12/09 YES DE log 
1CCM 01/26/09 NO DE Log 

CCM 01/26/09 NO DE Log 

. BOT 01/22/09 .YES DE Log 

Pending BOT 

Iand 

Chancellor's 

Ofc approval jNO DE Log 

CCM 12/07/09 NO DE Log 

Highlighted =Deactivated 

Bold=2011-12 
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Instruct ional Programs 

Automotive/Transportat i on 

Technology 


Degrcc(s) San Jacinm Campus IA.S. in Auromorivc/Tr;nsporrarion Technology"'"''""'" (951) 487-MSJC (6752)
(ruuh Cmaal £d11ratio11 Rrq11irr111mts Optiou A) 1-800-624-5561 

Cerrificace(s) Roddy Rampersad (951) 487-3511 
Cerrifkatc In Amomorivc/TrarHporrMlon Technology'""' '"'"' rrnmpersnd@msjr. edtt 

Employmcnr Concenrrarion Cerrificare(s) 
General Tt!chnician 1,.r~1n ~' '"'' btNn1 tt 


Engine Perfo rmance T~"Chnician .,,...,., •1
''" ''""'"' 
 I 

Bus/Heavy Duey Vehicle Technician ·~""'' "'"' H" 


Auwmocive Service Advisor/Aurornorivc Service Shop Managcmcnc __ ,., """ '" 

Alrc:rnative Fuels, Bu.~ Tra nsicand Heavy Duty Transporr~cion ...~• 11 1 

' " '" • • ' "' ''
1 IAuromocivc Emission Technician ''""M'" ''""'"' 
Honda Fast Track """'"" """ "" 

P ROGRAM D ESCRIPTION 

Auromorivc:/Transporr:irion Technology is a career 

oricnrcd vocational program involving the Study of 

automorivc theory and principles and rhc devclopmenr of 

diagnostic sir:ucgies along wirh proper rool :ind c:quipmenc 

use. A variety ofd iagnostic rools arc inrroduccd ro rhe 

~tudenr in order ro enhance familiarity wirh current system 

designs and approaches to equipment use. 

D ISTINCTIVE f;EATURFS 

The Aucomoti vc:/Transporcation Technology 

progra m at MSJC emphasi7.es a real world approach ro 

diagnostic ski ll bui lding and a thorough undemanding 

of sys rcm theory :ind operarions. T his is accomplished 

through the use of com purer programs, audiovisuals, 

and hands-on experience with mockups and modern 

vehicles. Auromorive fundamentals are developed 

wirh a generalisr approach cmphasi7.ing independence 

in self-directed learn ing. Professionalism, workplace 

skills and rc:sponsibilicies are srrcssed along wich safety 

and an awareness of hazardous marerials control. The 

Automotive Depa rtment encourages both women :ind 

men to pRrricipacc in this rewarding profession. 

I 

I 


Professional Automotive Career Training - PACT 

The American Honda professional uuwmorive career I 
rraining program is a ream cfforr rhar includes American 
H onda, local dea lerships, MSJC...and you! IA~ a Honda cooperative train ing inscirurion, Mr. 
San Jacinto College's Auromorive Depanmc:nr ca n pur 

srudenrs on rhe path ro becoming qua lified profess ional Iautomorive rechnicians. In add ition ro earning college 
credir towards an associace's degree:, rhc: Honda PACT 

program awards cercificatcs in American Honda I 
au romotivc: technology rhar enhance credc:nc ials when 
applying for a job as ,1 technicia n. 

ICAREER 0PPORTUNITIFS 

Engine Performance/Orivabiliry Specialist •Tune-up ITechnician • Brake Specialisr ·General Technician • 

Alignmenr Specialist• Service Management • Elecrrical 
Specialisr • Service Wrircr •Transmission Specialist • IQ uick Service Tech 

TRANSFER PREPARATION I 
MSJC offers a range ofcourse work ro prepare scudcnrs 

to transfer ro four-year colleges and universiries. All four· 
year insrirurions prescribe rhei r own sr:wdards for course 

evaluarion :rnd admissions. Prospecrivc rran~fer srudenrs 
:ire advised to review the MSJC camlog wirh a counselor ro 

de1crminc which MSJC course~ are cransferabl~. I 
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General Technkian (13-17 units) The major for an Associate ofScience (AS) degree in 
AUME-118 Heati ng/Air ConJ ltlonlng Systems 4 units 

Automotivc/Transporrarion Technology may be met by AUME-124 Engine Theory anJ Repair 5 units 
AUME-175 Automatic Transmissiom & Transaxles 4 unitscompleting any lB units in rhc Automotive/Transportation 
AUME-185 Manual Transmissions & Transaxles 4 units 

program. In addition, students must complete all MSJC 
Engine Performance Technician (16.5 units)

General Education Option A requirements for the Associate AUME-111 Emission Controls Pm II, A6/A8/Ll 4.5 uniu 

I ofScience degree in Aucomotive/Transportntion Technology. AUME· l 18 Heorlng/Alr Conditioning Systems 4 unirs 
AUME-1 2.~ Engine Performa nce II 4 unirs 
AUME-127 Aummotive Elcctrical/F.lcttronics II 4 uniu 

I 
CERTIFICATES 

Bus/ Heavy Duty Vehicle Technician (5 units)
Certificate in Automotive/Transportation 

I 
AUME-080 Bus/Heavy E11ulpmcm Servicer 

Technology (27 units) (Fuels and Lubricants) 2.5 unlu 
AUME-081 Bus/Heavy Equipmcm Servicer 

Required Courses {16 units) (Prevenr:irlvc Maintenance and 
Minor Repair) 2.5 unlu(AUM E-100 is requircJ Jloni; wlrh any three of rhc remaining four 

course$). Automotive Service Advisor/Automotive Service 

I AUME-100 0Jsic Auto Mech~nic$ 4 unlu Shop Management (4 units) 
AUME-132 Aummocive Service Advisor 2 unitsAUME-119 Auromotlvc Rrake Sysrcm1 4 unhs 
AUM E-133 Auto Service Shop Managcmcnr 2 unics

I AUME-110 Automoiivc Suspension, Scccrlni; and 
Alternative Fuels, Bus Transit andAlignmcnr Systems 4 unlu 
Heavy Duty Transportation (13 units) 

I 
AUME-122 Engine Performance I 4 unirs 

AUME-150 lnrroduccion m Alrcrnnrlve Fuds l .S units 
AUME-126 Autumocivc Elcc:rricnl/Ek"Clronics I 4 unlu AUME-151 CNG Emissionsfl'unc-Up 2.5 units 

AUME-152 CNC FuclStor~gcanJ Delivery 2.S unics
Elective Courses (ll units) 

I 
AUME-153 Gaseous Fuels (CNG) 


AUME-079 Hond• Exprcu Service 1.5 uniu 
 Electron le Comrol Symrns 2.5 units 

AUME-110 Basic and AJvanccJ Clean Air Car Course 4.5 uniu AUME-154 NGV Fuel Systems/Troubleshooting 3 uniu 

AUME-118 Hearing/Air Condirloning Systems 4 unlis Automotive Emission Technician (10 units)

I AUME-123 Englnc Performa nee II 4 units AUME-110 Basic and AJvanccJ Clean Air Car Course 4.5 unlis 
AUME-111 Emission Controls Pm JI, A6/A8/Ll 4.5 unitsAUME-124 Englne Theory dnd Repair 5 unlcs 
AUMP.- 11 2 llurcau ofAuromorlve Repair ($<arc uf 

AUME-127 Automotive Elcctrical/Elcc:rronli:s II 4 unics

I California) Update Training Course I unit 
AUME-140 Cumpumlicd Engine Controls I , _4 unlrs ~· . , {._..aMt.}J 
AUME-141 Computerized Engine Controls ll ' ~• I ' . ·· . •J:n . . ~ \;\ f

~:xu~J :tit.~~~~-~ ~.,~.·:~•.'. 0 
•• \h.llM' 

I AUME-142 Computerized Engine Controls Ill 4 llnlu AUM£-109 lJasl<: Milmcnance Light Repair tt 4 units 

I 
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Course Descriptions 

AUD-148 3 units 
Radio Produccloo LEC48-54 
This course acquaims m 1dc11ts with chc major aspects of radio 
pro<luction. lhc course includes information reg~rdlng che studio and 
various types of hardware and software. •c ross-listed as MUS-148. 
Prerequisite: AUD-14 1 or MUS-141 (with a grade of C or bet ter). 
--Transfers to CSU only 

AUD-152 3 units 
Video Production 1 LEC48-54 
This Inbeginning course in video production. software and hardware. 
Smdc1m learn production techniques and video editi ng. Related topics 
include general film and video techniques. •C ross-listed as MUL-123. 
Prerequisite: None. Recommended Preparation: MUL- 110. --Transfers 
to both UC/CSU 

3 units 
Video Product.loo U LEC48-54 
This advanced course will cover rhc use of d igital video producrion 
software and hardware (edit ing, effects, filters, color correction, 
compression oucpm processes). Students work on projects using 
non-linear video editing software: techniques. Related topics include 
preparing video produccion for television broadcasting and DVD 
authoring. "Cross-listed as MUL-223. May be rnken 2 times for 
credit. Prcrcqulslre: AUD-152/MUL-123 (with a grnde of C or bemr). 
· ·Transfers to both UC/CSU 

AUD-153 

AUD-299 0.50-4 units 
Special Projccts1 Audio Technology IS 8-72 
StuJcncs wich previous course work in the program may do spcci3l 
projects that involve research and spccl~ I srudy. llu~ ncrnal narnrc of 
rhc project muse be determined in consulmdon wirh che supervising 
instructor. Muy be taken 3 times for credit. f'rcrcquisitc: Previous 
Audiolngy dusscs; a concracc muse be completed with the iMtructor 
prior ro enrollment. ·-Not transferable 

Automotive/Transportation 
Technology 
AUME-073 4 units 
Tuoe·Up and Dlagnosb LEC 48-54/LAB 48-54 
A course designed For the engine rune-up specialise which conslscs 
of clcctricnl chcory, rhe opcrncion, testing and servicing of bacccrics, 
srnrring, charging. ignition, emission control and fuel sy~rems. May be 
t:iken Z times for crcdic. Prerequisite: None. --Not transferable 

AUME-079-· 1.5 units 
Honda Exprc.u Service LEC 16-18/LAB 24-27 
·!his course is specifically designed co meet Americ:in Honda PACT 
program requirements for Express Service Technicians. Students 
wishing ro become a Honda Dealership Express Service technician 
musr successfully complete this course. Prerequisite: None. ··Not 
transferable 

AUME-080 ·. 2.5 units 
B®Heavy Equipment Servicer LEC 16-18/LAB 72·81 
(Fucu and Lubricanu) 
ll\iS course is designed to ce:"h bus-servici ng skills in one semester. 
The course prepa res the learner fot che fasc·growing industry. while 
also preparing chem fo r entry Into the challcnglng and rewarding 
Trnnsit Conch Technology field. Course: c;o1m:nr is presenred in 
two lndividunl componcncs of nine-weeks each, chus ~llowl ng npe11 
encry/opm exit. This course is che fi rst of a rwo-part sequence. In the 
firsc nine-week ~cgmenc. t h~ studenr will lenrn to work safely in rhe 
translr coach ~hop enviconmcnc, learn bus models in rd~tiun to diesel 
J kcrnadvc fuel rype (CNG), 1.,arn and distinguish all flu id nod oils 

including alternative lubricants. Scudc:nc will also lc:irn m document 
all fueling, fore box probing inForm~cion, including filling out work 
orders by code. l'rcrc:quisice: None. --Not transferable 

AUME~081 2.5 unir.s 
Bu.s/HNvy Equipment Servicer LEC 16-18/LAB 72-81 
(Preventative MaJntenancc and Minor Rcpak) 

This course is one of rwo courses imended co prepare che student lO 

work in rhc transportation industry. In this course, the student wiil 
learn ro work safely in the transit coach shop environmcnc. learn hw 
prevemarivc mainccnancc and minor defect rcp~lrs. Pretcqui.,i1c:: 
None. ··Not transferable 

AUME-083 4 units 
Brake and Swpc:Mlon Systcm1 LEC 48-54/LAB 48-S4 
This cour$e, designed for rhe suspension sysrems rechnlcinn, consins 
of theory and rep~ir pcocc:dures for modern suspension sysrems :wd 
hraking devices on Import and domestic vehicles. May be raken 2 
times for credit. !>rcrequislcc: None. --Not transferable 

AUME-090 . I 3uruu 
RV Maintenance and Repair LEC 32-36/LAB 48·!>4 
A 5-hour per week course designed to tench rhe maimenance and 
repair service skills typical of those associated with recreation vehicles 
chat :arc rowed or sclf..propellc:d. May be taken 2 rimes for credit. 
Prerequisite: None. · ·Not transferable 

AUME-100 4uniu 
Buie Auto Mechanics LEC 48·54/LAB 48·54 
TI, is course covers rhe theory ofoper:uiOl1 ofcommon road veh icla."!he: 
eight basic auromotive systems arc explored with minor mai ntenance 
tasks required. Emphasis is on nn overview ofauromorive 1echnology 
as a career choice. May be caken 2 times for credit. Prerequisite: None. 
-·Transfers to CSU only 

AUME·-101 ' 2 units 
Maintenance Light Repair 1 L£C 16-18/LAB 48-54 
This course is specifically designed co meet American Honda PACT 
program requirements for car care: service technicians. Smdenu 
wishing m hccome !l Hond!l Dealership Express Service cechnlclan 
must successfully complcie chis course. May be caken 2 times for 
cretlk. Prerequisite: None. Ocher Enrollment Cticcria: Scudenu 
"'use 111ccc the following criteria co be sclccccd for chis manufacturer 
training program. Muse lttcnd chc Honda PACT orientation. Have 
'' v~U1l CA Drivers license with Zero p11inrs, a valid social securiry 
numbc:r, musr be 18 years old, muse pass a drug rest and have no 
felony. ··Not transferable 

AUME-109 4 units 
B:ulc Ma1nrcnanc~ Llght Rcpa.lr II (MLR) LEC32·J6/ 

LAB96-l08 
Th is course covers rhc chcoryofopcracionofcommon rond vehicles. The 
eight basic automotive sysrcms arc explored with minor mai1uenance 
light repa ir. Emphasis is on overview of automorive technology as 
a career choice related co the Honda - Fast Track Program. May 
be cakcn 2 dmcs for cred it. Prc:requisire: None. Ocher Enrollment 
Criteria: Students muse meet chc following criteria 10 be selected for 
this manufacturer trai ning program. Must actci\d 1he Honda PACT 
orlcnrnrion. Have a valid CA Driv.:rs license: with Zero points, a valid 
social security number, must be 18 years old, must pass a dmg resr and 
l1.1ve no felon, . --Nol transferable 
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Instructional Prl?gr~~-~--··-,------------------------

Engineering: Drafting Technology 
Degrcc(s) 
A.S. In Engineering: Drafting Technology""'"""·• 

(wirh G'maal £duration Requirements Option A) 

Certi fkatc(s) 

Ccrciflcarc in Engineering: Drafting Technology""' ~' ' "'·• 


Employment Concentnition Cercifkace(s) 
Green Collar Ma nufacturing"""""" '"'""·''" 

Manu faccurlng Qua Iicy Assurance~"'"' .."'"'·" <l.< 


Small Wind Energy Tcchnology"""'ir.1<-Pl'I"• '"'"~ 


Solar Phocovaltaic Technology"""""""''"" r 


Solar Thecma1Technology4"'"' ..:.·'N<'" m 

Survcying•»•ncc· '"'''"·' 

PROGRAM DESCRIPIION 

The drnfting program offers courses co prepare srudenrs 
cnrering rhe world ofwork. The MSJC certificare in drafting 
provides the background needed to work as a draftsperson 
in either architecrural or civil engineering firms. Many 
former MSJC students arc now employed in this field. T he 
Hclds ofengineering and engineering technology deal with 
the practical applications of mathematics and rhe science 
of manufacturing and manufacturing processes. From 
aerospace co construction ro chemicals co electronics, each 
major manufacturing industry has a need for engineers. And 
each industry needs rechnicians to draw, fabricate and rest 
rhe projects designed by engineers. 

DISTlNCTIVE FEATURES 
T he college has a drafting facility which includes 

compurer-assisced drafting equipment. 

Draftsperson in civil engineering or archirecrural Arms 

TRANSFEll PREPARATION 

MSJC offers a range ofcourse work ro prepare srudenrs 
ro rransfer co four-year colleges and universities. All four
year inscirucions prescribe their own standards for course 
evaluation and admissions. Prospective rransfcr studcncs 
arc advised to review rhc MSJC catalog with a counselor to 
determine which MSJC courses arc transferable. 

An Associate of Science degree in Engineering: 
Drafring Technology is available ro srudcnts completing the 
drafting certificate and meeting all orher MSJC General 

San Jacinto Campus 
(951) 487-MSJC (6752) 

l-800-624-5561 

Menifee VaJley Campus 
(951) 672-MSJC (6752) 

1-800-452-3335 

Certiflcate in Engineering: Drafting 
Technology: (18 units)

Competcncr, in Enl?.lish and mach is required 
prior to completing a cem6cate. '!'his may: he accomplished 
by resting or completion of ENGL-098 (J:::nglish 
Fun<lamenrals) and MATH-090 (Elementary Algebra). 
ENGR-093 Tcchni<:•l Mathcrn:itics 4 units 
ART-123 Gr3phic D~slgn I 3 unirs 
ENGR-154 Computer Aided Drnfting I 3 unics 
ENGR-155 Computer Aided Drafting II 3 unic.s 
MATH-096 lmcrmcdlnrc Algebra 5 units 

. . 

EMPLOYMENT CoNCENTRA110NS 

Green Collar Manufacturl ng (15 units} 
~MA-100 O»rSusnlnabk f111~ J unlu 

WMit.-106 Hlgh·Perl'nrm.inu M11nuf.iccuring 3 unlis 
P.NGR· l07 Toal Qu.alliy M:in:igcme.nr J unhs 
ENGR· ll4 MIKhlnc:Tool Tcc.hno'1 3unl,rJ 
1-.NCR-l IG Energy Eflicknq .ind Coru111Ktioo Muhod. 3 unhs · 
Manufacturina; OuaUtvAssurance ll2 units) 
FNGR.·1116 M,S:S.C.tilgh it'crrumuni:.: M:inufiic:111rln1 .) unill 
EN\.R-107 Toul QWLllty M11nA~ruem 3 uni!' 
ENCiR·IOll/MC1~101l 

. OrvnlutlOrull IJchavlor 3 unirs ;· 
E.NGR-109 M;1.1111f.acruilng lrup«tlon Tl.'dinlquu 

.ind Appl.Imion• J unli. 
Small Wlruf Enennr Technology (15 wtlt.s)
eMA-100 Our 'iui11~~blc Fuiutt J unii.~ 

ENGR- 107 ·rurml QUJ.llry M.in1gcmm1 J unli;s 
ENCR-114 Mxhinc Tool Technology 3 units 
l:.NGR-116 Energy Efficiency .i.nd Cotucructlon McrhoJi ) uniu 
FNGR· l 19 mallWl nd Enctgy l rut2Iln1lon ) unlrs 

Solar Pbotovahaic Technology (15 unitJ) 
SEMA-100 Out 'iui1~lnJbk: Furnr< 3unlu 
f1.NCR· l07 Toni Q11,1Jiiy M~nJgrmcni' ·• 3 unlr~ 
t~CR-114 M.tJllnc Tuul Tt-4.hnuktgy . ' 3 un}ts 
ENGR-116 Energy Effidcocy Jnd Corum1crion Mc1hods 3 umu 
F.NGR·! 17 'lolar Phonmlmlc lnnitl.lc1on · 3 u'nitt 
SolarThermal Technol!>8f (15 unlt.s) 

SEMA-100 OurSun.ilrublc: Fuiurc 3 unir• 

ENGR-107 T0t.il Qu.tllry MllJUb't'mc:nt . 3 u11ju ~ 


ENGR-1 14 Machine: Tool Tcdmulogy 3 \ onfft 

ENGR. l l<i Energy Efficiency ~nJCo1uui.w;lio11 Merhods ;.I unhJ 

F.NGR-118 'iobr-1hc1tt1~l lnn:allulon J 11ruu 

Surveying (14 units) 

ENGR-[G4 Plane Surveying I 4 unit$ 

ENGR-165 PlaneSurveying II 4 unirs 

ENGR-166 Legal Aspec:u of Surveying 3 unirs 

CEOG-115 lnrroducrion ru 


Education Option A rcquircmenrs. Ccogrnphic lnform~tlon Sysrcrns 3 unirs - ..,.., ___,______________________________ 
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Course Descript~<!IJ~--------------------------
DMS-148 2 units 
Ultrasound Physlca and Instrumentation IV LEC 32-36 
This is rhe fourrh sequenrial courses designed ro ceach Ultr:uound 
Physics and lnstrumencadon. The focusofPhysicund lnstrumenradon 
IV Is Q uality Assurance of Ultrasound lnsrrumcnrs, Biodfccts and 
Safety. rrerequisire: DMS-138 (with a grade ofC or better). ··Transfers 
to CSU only 

Earth Science 
ES-101 3 units 
Topia In Earth Science LEC 48-54 
Topics in Earth Science isa non-majors introductorycourse th:it reviews 
current copies in rhe fields of A.monomy, Geography, Meceorology. 
Geology. and Oce3nography wirh an emphasis on the change In space 
:ind time for Earth as asystem In a global environment. Topics Include 
Earth's motions, che solar system, deep space, place recronia, minerals, 
roclu, earth's history, oca.n, atmosphere, che water cycle, Roodlng, 
erosion. climate change, global warming, excinctlon, polludon, and 
impacc by humans. Prerequisite: None. · ·AAIAS General Education: 
AA/AS A··Transfers lo CSU only--CSU Area(a): 81 

Economics 
ECON-201 3 units 
Prlndplca ofMacroccooomlca LEC 48-54 
This course cover.1 rhe hasic rheories. concepts, terminology, and uses 
of macroeconomics. Emphnsi! is placed on Classical and Keynesian 
theories, Federal Reserve System, and how Institutions achieve 
domestic and lncernarlonal economic goals using monetary and fisca l 
policies. Concentrates on aggregate supply and dcma nd, economle 
Aucruacions, money n11d hanking, national income and expenditure, 
employment, lnflarlon. ourput, econnmlc sr:i.bllity :i.nd growth. Ocher 
ropics covered include lnternatiuMI rrnde and finance, globalludon 
and lnrernacional impacrs on economics. f'rerequJslrc: MATH-096 
(wirh a grade of C or better). -AA/AS General Education: ANAS 82 
--Transfers to both UC/CSU -·IGETC Area(s): 48,--CSU Ares(s): 02 

ECON-201 H 3 units 
Honors Principles ofMa.croccooomla LEC 48-54 
This course covers the basic chcories, conccpcs. ccrminology. and use.! 
of macroeconomics. Emphasb is placed on Classical and Keynesian 
theories, Federal Reserve System, and how inscltutlons achieve 
domestic :111d International economic goals usini; monetary and fiscal 
policies. Concentraccs on ~ggrcgatc supply and demand, economic 
Ruccuacions, money and banklng, national income and cxpendlcurc, 
employment, ln fladon, output, economic srnbilicy and growth. Ocher 
copies covered include inrunarion:tl rr:tde .1nJ finance, globallz.arlon 
and lnrernacional impacu on econo mics. Ptcrcqulsice: Acceptance in 
che Honors Enrichment Program otnd MATH-096 (with a grade ofC 
or better). -·AA/AS Gener•I Education; ANAS 02-·Tranafers lo CSUonly 

ECON-202 3 units 
PrindplaofMicroeconomics LEC 48-54 
This course covers the basic theories, con<:cpu. terminology. and uses 
of microeconomics. Emphasis ls on the inrcracrion of consumers, 
business, and industry choices in a marker economy. Topics covered 
include optimizing behavior of individual firms :md <:onsumers, 
supply and demand, cla.sdeity, <:onsumer .:hoke, production and 
cosrs, m:irkct scructures, ancitrusc and regulation. factor rnarkecs. 
Income and poverty, mackct f.lilures, and public choice. Issues such 
as environmenral problems arc al.so srudicd. Prcrequlsire: MATH
096 {with a grade ofC or better). · ·AA/AS General Education: AA/AS 82 
··Transfers to both UC/CSU·-IGETC Area(e): 48,·-CSU Aroe(s): 02 

ECON-202H 3 units 
Hooon Principia ofMlct0«onomlcs LEC 48·54 
This course covers chc basic cheories. concepts, terminology, and use.t 
of microeconomics. Emphasis is on che interaction of consumers, 
bwincss, nnd indwtry choices In a market economy. Topics covered 
include optimiilng behavior of lnJividual firms and consumers, 
supply and demand, clasticicy, consumer choice, production and 
cosrs, marker scruccurCl, antitrust and regulation, factor markecs, 
Income and poverty, market failures, and public choice. Issues such :18 

environmental problems arc also studied. Prercquisire: Acceptance in 
the Honors Enrichmenr Program and MATH-096 (with a grade of C 
or bemr). -·AA/AS Gerieral Education: AA/AS 82 ··Transfers to CSUonly 

ECON-203 3 units 
JnuoductJon to Environmental Ecionomk.t LEC48-54 
This course covers the economic analysis of environmenral issue.t, 
with an emphasis on the implicarlons for designing appropriate 
policy measures. Emphasis is placed on contemporary environmental 
problems and economic an~ lysis ofenvironmental Issues and economic 
impllcarlons of rhe cmergini; green economy; u rban and corponue 
environmcnrallsm; economics ofenvironmental regularion and ofnon
renewable resources and sust:iinabillty. O cher topia covered Include 
cnvlronmenral problems and policies on wealth distribution, economic 
growth and lnccrnaclonal environmemal issues. Prerequisite: None. 
Recommended Preparation: ECON-202. ·-AAJAS General Education: 
AA/AS 82 -·Transfers lo CSU only 

ECON-299 1-3 units I 
Special Projecu: Economics IS 16-54 
Students wlrh previous college-level course work in che program may 
do special projects that involve research and special srudy. The accual 
nnrurc of rhc project mw t be determined in consultation with lhc I 
supervising instructor. May be caken 3 times for crcdlt. Prerequisite: 
Previous Economics classes; a contract muse be completed with rhc 
Instructor prior to enrollment. ··Transfers to CSUonly IEngineering: Drafting 
Technology I£NG~l06 3uruu 
M.S.S.C. High-Performance Manufacturing LEC 48-54 
This course is designed ro prepare the srudcnt for a n:ulona.Jly 
recognized ccrcificadon tcsc e_l'USram by rhe Manufacturing Skills IStandardJ Council (MSSC). The MSSC is a nationwide, lndunry• 
driven system char certifies the foundational skills and knowledge 
of nudenrs and of front·line production workers from enrry-levcl co 
fi rst line ofsupervision in all sectors of manufacturing. The system 
Includes assessments In four mod ula: M:111ufiicturing Processes wJ I 
Production, Quality Assur:mce, Maintenance Awareness and Safety. 
Prcrequlslrc: None. -·TranSfers to CSUonly 

ENGR-107 3 uniu I 
Total Q.ualJty Management LEC 48-54 
lhiscoursc is dc~igned tu give the student an undemanding ufthe total 
quality ~pproach co quality management. The toral quality philosophy 
is an approach co doing business thac lncorpornics continuous I 
improvement rechniques and employee cr:1ining co increase overall 
performance and compcdtivcncss. i'rerequislre: None. · -Transfers to 
CSUonly . ..IENGR-108 3 units 
Orpniu.tlonaJ Behavior LEC 48-54 
This course is designed to give ~tudems an understanding of and 
methods to react to vuious behaviors encountered in the workplace. IThe study of org:rniutional behavior provides lnsighcs inro people at 
\lfork in all kin<U of situations and urg:i.nizatioM. By providing an 
undersrnndlng of how organiudons operace, che student can become 
• more efficient and productive tc:im member. "Cro'IS-lisrcd as MGT
108. Prerequisite: Nnne. · ·Transfers to CSU only .I 
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• Course Descriptions

• ENGR-109 3 units 

• 
Manufacturing Inspection Techniques LEC48-54 
and Applkari()IU 

• 
This c:oursc is designed co give the srudent 3n undem anding of rhe 
basic skills chM contribute to the qualicy ufmunufucm rcd producrs and 
focus'5 on rhe cooll and rechniques used by indusrry for inspection and 
measu rement of producrs. Ir covers vnrious qualiry assurJncc, quality 

• 
concrol and inspection ropics used in industry nr the rechnk ian level. 
Prerequisite: None. --Transfers to CSU only 

ENGR--114 3 units 

• 
Machine Tool Technology LEC 32-36/LAB 48-54 
This cour~c gives srudencs an underStJnding of rhe fundamcnrals 
and uses of mJchine tool rechnolngy In the manufucturing and 
cnvlronmcnrnl indusrrics. Lccturc/rheory inmucrion will be followed 

• 
by demonstrations and hands-on use of many of chc machine tools 
currendy used in industry. Prcrequi~irc: None. --Transfers to CSU only 

ENGR-116 3 units 
Energy Eflidency and Construction Methods LEC 48-54 

• 
This course provides an overview of che i;rccn consrructlon movement 
and the basic fucrors involved with designing a new ecological holTle. 
Topics include green construction merhods and sustulnublc sysrems. 
Prerequislre: None. ·-Transfers to CSU only 

ENGR-117 3 units 

• 
Solar Photovoltaic Installation LEC48-54 
This course provides swdcms with :1 comprehensive guide ro the 
design, inswllat ion and cv~luailon of residential .nd C1)mmcrcinl 
solar photovoltaic sysrems. 1hc course will cover chc principles uf 
phorovolraics and how 10 clfecrivcly incorporate PY 'ys1cms imo a 
scand-Jlonc or interconnected deccricJI system. Prcrcqui~i1c: SEMA

I 
100 or ENGR-11 4 (with a i;rndc of C or bccrer). ·-Tronslars to CSU 
only 

ENGR-118 3 units 
SolarThermal ln.nallaclon LEC48-54 
This course provides studcncs wirh a comprehensive guide co the 
design. i n.~tn llation and cvalu.Hion of residcncial .rnd commerciQI solar 
thermal oys1ems. The course will cover the princit>les of solar thermal 
technology and how ro elfcciivdy incorpor~cc solar d1cnml sysrems 
inro residential and commcrci:1I Jpplicatlons. Prcrcquisire: SEMA-100 
or ENGR-114 (with 3 grade ofC or bcrrcr). ·-Transfers to CSU only 

ENGR-119 3 units 

I Small Wind Eocrgy lnscaHatlon LEC 48-54 
1l1ls course provid~ srudcnrs wirh a comprehensive guide ro the 
design, lnsrnllnilon and evaluation of rcsldcncinl small wind cncri;y 
systems. 1l1c course wi II cover the principles ofwind energy tcchoology 
a nd how to cffcc1ivcly incorporate ~ma ll wind energy systems into 
residential uppllcarions. Prcrcquisiie: SEMA-100 or ENG R-114 (with 
a g rade of C or bener). --Transfers to CSU only 

II ENGR-149 1-4 units 
Occupational Internship: Engineering 0160-300 

I 
(75-300 Pald/60-240 Unpaid) 

·1he purpose of this cou r~c is to enable eligible studcnrs to include 
supervised on-the-Job crainlng as an inrcgral pan of 1hc roral college 
educational program. This is accomplished through a planned 

I 
program of learning experkm.cs, whk h cnmblocs academic and 
vncarional lcJrning nc school with new learning experiences on che 
job in .1n occupational setting. May be t.1ken 4 limes for cred ir. 
Prerequisite: None. O ther Enrollmcnr Crireria: Each student musr 

I 
be enrolled for rhe full semester and complete 7 units (including che 
n(tupncional internship) or be enrolled in the Altcrnacivc Plan. A 
training agreement must be completed prior tO regis1racion. Please 
refer 10 the Occupationa l Internship Studcnc Handoonk fo r spcd fic 
information. -·Translers to CSU only 

ENGR-l54 3 units 
Computer Aided Drafting I LEC 32-36/LAB 48-54 
An introducrory i:ourse co Computer Aided Dr:ifrlng (CAD) provides 
srudcnrs with rhc ncccssnry skills for cnrry level drafting cnrcers in 
fields employing architectural and engineering drawings. surveying 
and punimctric mapping, and compuccr aided mapping skills, such as 
Geograph ic Information Sysrems. Applying cutting edge technology 
in the field ofdrnfrlng, students learn concepts of engineering d rawing 
and drnfring pl:i.ns 1hrough dlgiral manipulation of design clemenrs. 
l!xerclscs focus on digi1nl design clcmenrs for computer rendering 
:ind illusm1rlnn. Prercquislrc: None. Recommended PrcirJration: 
Computer experience or the completion of a computer literacy class. 
--Transfers to both UC/CSU 

ENGR-155 3 units 
Computer Aided Orafd"« 11 LEC 24-27/LAB 72-81 
An advanced course In Computer Aided Drafting (CAD) provides 
students with the necessary skills fo r drafting cnrccrs in fields thar 
employ architeccu rnl and engineering drawings. ~urveying and 
pbnimcrrlc mnpping, Jnd cornpurer nidcd m~pping skills. such as 
Geographic Information Srrems and Manufacturing. Applyi ng 
cuuing edge technology in chc field of drafting, sru<lcms lea rn 
concepts of engineering drawing an<l drafting pla ns through digital 
manipul:uion of design clements. Exercises focus on coord ina1c 
geometry, modeling, programming and plotting. Prcrequi~lre: 
ENG R-154 (with n grade of C or bccrcr). --Transfors lo both UC/CSU 

,, ····ENGR-164 4 units 
Plane Surveying I LEC 48-54/LAB48-54 
(formerly Plane Surveying) 
1hls course Is designed for studcnrs interested in .icquiring ~ k i l ls 
relevant to l~nd surveying, for insrancc, interpreting J~sessor pared 
map..~ Jnd records of ~11rvcy. Scudcn1s will learn fundamcnrnl 
surveying techniques involving linear. angulnr. and area calculat ions 
and measure menu . Field experience may indudc use of ~reel rapes. 
engi neer's 1.-vcl, transir, rhcudolirc. clccrronlc distJncc measuring 
instrumcms, nnd deccrnnic CJ lcul:itors In solving surveying p. roblems. 
Pmpcrry convcy~nccs, ca)emencs. smre and local laws. ordinances :ind 
policies arc inrroduced. Prerequisite: None. ··Transfers to CSU only 

ENGR-165 4 units 
Pla.ne Surveying II LEC 48-54/LAB 48-54 
This advanced course is a conrlnuation of Plane Surveying I and 
designed for ~tudenrs seeking a cnrccr in pinnc ~urvcyi ng. This cnurse 
involves advanced linear, angular, .irea measurements and cJ k ulations. 
Srudcnrs will compute horl1.onral and vcrtkal curves. rnchcometry, 
earthwork, error and •diustmcnc oflevel nets. and deterrnlnc d irection 
(.If lines. lmcgracing Unircd Srates Public Land Surveys, Sraie Plane 
C1iordinarc Systems, R.cctnngular Sysccm of land Division fo r Public 
Lands. and phorogrJmmctry with surveyi ng techniques arc explored. 
Prerequisite: ENC R-164 (wlrh a grade of C or better). --Transfers to 
CSU only 

ENGR-166 3 units 
Legal Aspecu ofSurveying LEC 48-54 
1l1is c:ourse is designed for surveyors. engi neers, rcaltor~. and any 
person who dcnls wlrh property descriptions. It Includes a study of 
rhe legal aspccu of public land •urvcys, municlpJI property surveys, 
and laws applicable ro surveyors. Topics include history ofland survey 
system. and reading inrerprering. and writing land descriprion.1. 
Prerequisite: None. --Translers to CSU only 

ENGR-167 4 units 
Global Positioning Systems LEC 48-54/LAB 48-54 
This course provides slUdenrs wirh fu ndamenral knowledge for 
Jpplyi 1111 C PS technology in the field for engineering ba•ed opcmions. 
F.mphasi$ l$ pl.iced un sa1dlite >ysrcms, measuremcnrs for pnshional 
.iccuracy. stari•rical .1djust met11s, pusr·processing, re.ii-time .ind posr
diffcreniial 1.orrection. field dar:i w llcctiun ..111d mapping modds. 
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Ill Course Descriptions 

II OTEC-144A .···~~~:." . ·· 1 unit 
Kcyboatdlng aod Document Formaning, Part 1 LEC 16-18 
This beginning course provides srudcncs with [he skills necessary 
to enter computer daca by couch on rhc alphanumeric keyboard. 
Smdents learn the basic [echniqucs of 1hc ruuch sys1cm in che masrcry 
of [he keyboard. Students also will learn incroduc1ory information in 
word proccs.sing. The successful complccion of all three I-unit courses 
(OT EC-144A, 1448, and 144C) in sequence is equivalent co che 
J -unit co1irse: OTEC-144 - Keyboarding and Documcm Forr11a11i ni; 
which is a required cuursc in the Mlcrnsoft Applic:uion Ccn ifica1e and 
[he Employment Concentration Cenificate in Office Technologies. 
Prerequisite: None. ··Transfers to CSU only 

' 
OTEC-144B '··~.::-~~t>:.. 1 unit 
Keyboarding and Document Formatting, Part 2 LEC 16-18 
Students review the basic [echnlques of the touch syscem in 
[he mastery of [he keyboard co develop speed and accuracy In 
keyboarding data. They also develop the basic formauing skills In 
word processing necessary to produce memorandu ms and lecrers. lhe 
~uccessful complecion of .ill three I-unit courses (0T EC-144A, 1448. 
and 144C) In sequence is equ ivalenc ro the 3·uni1 course: OT EC
144 • Keyboarding and Document Fnrmaning which is a required 

I 
course in 1he Microsofr Applic:uion Ccnific:ue and rhe Employmenr 
Concemrarion Cerrific:uc: In Office Technologies. Prcrcqoi>itc: None. 
Recommended Preparation: OT F.C-144A or have prior knowledge of 
keyboarding by touch and buic word processing skills. ·-Transfers lo 
CSU only 

OTEC-144C · : :f~ill::Zc· ' • 1 unit 
<• .'"liJ!'·' '-rn l 

II ' 
Kcyboatdlngand D<>eumcnt Formatting, Part 3 LEC 16-18 
Studencs continue to improve 1he ba~ic rechniqucs of che rouch 
system In the mastery of the keyboHd und develop speed with 
accuracy in keyboarding darn. They also review the b~sic formarcing 
skills necessary to produce memorandums and lem:rs. Srndcnu 
then develop skills neccss~ry to produce rcporrs. and rnblcs. The 
successful completion ofll ll three 1-unh courses (OTEC-L44A, 1448, 
and 144C) In sequcn~e I> cquivalc111 ro che ~-unir coor~e: OT EC
144 - Kcyhnarding and Document Formauing which is n requi red 
course in rhe Microsoft Application Certi ficate and the Employment 
Concenrracion Certificate in Office Tech nologies. Prerequblte: None. 
Recommended Prcparacion: OT EC-144A and OTEC-1448 or have 
prior knowledge of kcybonrdini; by rouch and basic word processing 
~ki lls necessary ro crea1c memos and le11ers. --Transfers to CSU onlyI . i~· ~ < 2 . 

I 
OTEC-146 ..,,,:».rm/;•; unats 
Keyboarding Speed and Accuriacy LEC 16· 18/LAB 48-54 
1h i.~ course focuses on diagnosis of problcn1 keys. key sequences, nnd 
drilling redrniqucs 10 Improve scudent speed and accu racy. Emphasis 

' 
is on building speed and reduci ng c:rrurs through d ri lling exercises. 
May be rn kcn 2 rimes fo r credit. Prerequisite: OT EC-144 (with a 
grade of C ur belier) ur :1bili1y ro key 30 wpm. --Not transferable 

OTEC-150 8f ~-' 2 units 

I 
Records and Information Management LEC 32-36 
' this course Introduces students co the field uf Records Management, 
specifically phy~ica l records. S[udents will explore: the purpose 

I 
of records management. Identify the role of che records maMger, 
research rebred methodology and technology. and explore the role 
and mninrcnnncc of a records center. Prerequisite: None ··Transfers 
to CSU only 

I 
OTEC-153 ..:~iB-t.:i.~> · 2 units 
Electronic Records Management LEC 32-36 
l h ls course examines the fidd uf Electronic Records Management. 

I 
Students will explore the purpose of clec[ron l~ records manJgemcnr, 
identify the need. and re~e.irch relevant cechnology. Srudc:nrs will also 
be i mrodu~cd tu <larabase management sofrwue used in the records 
managcmem field. Prerequisite: OTEC-150 (wi[h ~ grade of C or 
hwer). ··Transfers to CSU only 

·· ,.'II~"''".~ 3 una·...OTEC-160 •. \..,•-MSat: . . l...;J 

Creating and Mllllaging the VirruaJ O ffice LEC 48-54 
This course intruducc:s che concept of working virtu.d ly, examines 
current trends in [he virtual arena, and identifies companies promuti ng 
the: virtudl professional. Students explore iopic:.i related to cre.1ting. 
managing and working in a virtual o ffice and investigate equipment 
rcquircmenu, as well ns the managerial .tnd per1011al skills needed m 
be a successful virtual professional. Prerequisites: None. ··Transfers 
10 CSU only 

OTEC-163 · ;i . 3 units~1-.> . 
Operating and Marketing the Virtua.l Office LEC 48-54 
This is an advanced level virtual office course. Srndents will 
design a business and rmrkcting plan, discuss fi nancial, legal, .111d 
ethical business practices. rnd lnvesrigntc vlrrual ne[working and 
Interviewing. Much of 1hc work done In rh l<class will be comple[ed 
using virmal tools. Prerequisite: OT EC -160 (with a grade of C or 
better). --Translers lo CSU only 

., ·'"'<~~.AJlt<· · 3 un1'tsOTEC-178 ' ,.:(.~'/i'!J$l,!': : · 

O ffice Procedures and Syncms LEC 48-54 
This course develops .1c.lmin isrrntlon profossionals in effective office 
procc•scs Including customer service;, rime. orgnnlzatlonal, follow-up. 
and work life balance skills necessary for employment as :i. receptionisr. 
d erk. ndrninisrr:11ive asslscam, office mJnagcr, and execucivc: a~sbranc. 
Smdent> enhance file management, huslnes< corrcspondc:nce, and 
presc.:ncacion skills [hrough rhc use of currcm [cchnologies. Sofc skills 
will be: incorpora[ed in che curriculum as well as resume; and irncrview 
cc~hniques development. Prc:requisi[e: None. --Transfers to CSU only 

OTEC-180 . ,;\ ,1:~~-ifl~'-~: · 3 units 
Research Analyst. and Prcsc:nt~tloo LEC 48-54 
This course devc:lops effective: <traregks Jnd org:rnizacional sk i ll~ in 
cullccring and analysis or lnrnrma[ion io be utilized In wriuen a nd 
oral repons. Emphasis Is on arrnlyzing rhe research for prufidcnc 
business prac1ices, cos[ efficient business expenses, and wc:ll·organized 
c..ommunlcarion of fi ndings. Studc:ms will enhance their business 
writing skills and oral prcscnr.u ion •kills. Scudcnrs will gain experience.: 
in working Individually. focc· to-face groups, •nd vlnual groups. 
l'rcrequislce: None. ··Not transfen1ble 

SEMA..100:;,·,;~;.ii& 3uniu 
Our Swta.inable Future LEC48-54 
"!his course inrrnduces 1hc principles of Sustoinahility within 
global and domesric business environmencs. This ' ourse will 
increase student awareness of che ecosysrc:m, human society, nnd 
rhc economy. Discussions will include innovative uses of rcnew:i.hlc 
resources, production processes, human capirJl, alternarive forms of 
energy. [tansportation, build ing materials, food production. med ia, 
education, urban planning, new ways co build coalitions nnd fosrer 
communlry rrusr. Prerequisite: None. · ·AA/AS General Education: AA/ 
AS 02 - Transfers to CSU only 

SEMA-101 .. ~. ::- :}!f•:.e,• . 3 units 
Fundamentals of Energy Asscs,,mcnt In Bwlnc:.s.t LEC 48-54 
This course introduces ~rudcncs to the systematic ~tudy of energy 
consuming processes. the Aow or energy. 3nd efficlcnc energy 
utili:iarion. The cour.1e will focus on bu~ l ne~s energy as.<essmenc 
surveys and will include analysis of the di fferem opportunities and 
impac[Sof energy systems 1har exlsr. The range of currenr J nd fu1ure 
energy chukes will he examined, nnd [he role of renewable energy in 
developing cohesive business policies and processes will be ex plored . 
l'rcrcquisirc: SEMA-100 (wi1h n gr.1dc ofC or hrner). ··AA/AS General 
Education AA/AS A ··Transfers to CSU only 
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Computer Information 
CAPP*CSIS*NET*ORA 

Dcgrec(s) 
A.S. in Computer Informntion Systems•1·nA\•'1\t:fNt tt.\I.. '" i.1\ Nt.1•uM~"'' t.." 1N1 tt•Nt '· "' '.1 11 n~~.M""' 
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I 
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(with Gmeral Ed1muio11 Requimnmts Oprion A) 

Certificatc{s) 
1Certiflc~tc in General Track.,.,. ,., rn """' 

Cc r1ific:11c in Internet Authoring"'"c"'" OA•N 

Certificate in Ncrwurklng """ 11 
" ""'~ 


Ccrriflcnre in Programming ""'i:" "'''""·" 


Employment Concenrrarion Cerrificarc(s) 

Computer H:irdware Specialist'..,..""' ' " ' ' 

Computer Forensics....,.." ' ' " ' 

Dnta Analysis and Modeling'"'"'"' " ''"''"' 

Micrusufc Office Applications Developer ,.,..,.,.,.,•'"""" 

Networking Technologies Apprentice- ""' "N· 

OpenOffice Spccialisc.-"c' ' '""" 

i nct+~.,.t~· · 1' 1o 

lnccmet Authoring-'"'''•"'' 

Certified Internet Webm:asrer (CIW)'"'"'" """" 

LAN/WAN AJmln lstr~tlon CCNA .,.,,,,.c•..i"'"""'"''' "' 

Li nuxSyscem Administrator••""''"'"'s'" 

Microsofc Cerrifled Sy~tems Administrator (MCSA) >» Mn , .,, "' "' 


Security Certified Nerwork Professional (SCNP)....."-'c"""' 

C H Programming-"~c"~"' 


Database Administration..,,., ,,, '"1"' 


Dacabasc Opcracor'""""'' '''"'"' 

Darabase Programmer '"'''"' '" , 1, 111·"'" " 


O;:at3basc: Programming.,.,..,.",,c·t"1wiu•.u..c1 

JAVA Programming ,.,..,,., "'I' 

Or:acle Developer..... '"'''"" 

Pyrhon Programming..,..'"' ' " rr 

Service Desk H~rdwarc Support'' '""'" '' '" '"" 

Service Desk Sofrw:irc Supporc'"""':. '·" " 11 


SQL Programming'.,"''"'""' '' 

Visual Basic Progr~mmlng"'"'"'" ' 1wor 


~~ .~--~~ ~--~ ·., \~· ......, ~l4rl;~" 11:':0·~1 Jr.~ ~ ·, · ..,t.lf~.:'. --·~~-~.~~:~·... r_ ~ 
,,,~ ~"-"·""'~·~··O~;tA; .'·: ..w F i / :,

1 :1 
-'· .:. • ..i.~· ,; '0 ~·~'"'' ~ t:. ~·"(· '\.:£... . ,.' ( . ...... 4~-··. t ~j.. .. ·,,.. t1!L·.., 

Computer Information Systems arc the cools that 
faci lirate the effective and efficienr rransformation of 
data inro information. Careers in today's information 
systems require knowledge and hands-on experience in 
microcomputer applications, programming, operat ing 
sys tems, and networking. The program in Computer 
Information Systems offers students an opportunity co 
earn a C IS Associate degree, State: Approved Cerrificate 
or locally approved Employment Concenrracion. The 
program also offers general c rselecrives for students in 
programs college-wide. 

The Compurer Information Sysrems program offers 
srudents a well-equipped techn ical environment for 
instruction and lab. CIS courses arc taught in computer 
equipped cb ssrooms, allowing hands-on experience in rhc 
use of ind11srry-srandard hardware:, application sofcware, 
operating sysccms. nttworking, and programming tools. 

Systems 


San Jacinto Campus 
(95 1) 487-MSJC (6752) 

1-800-624-5561 
William Bergin (951) 487-3530 

bbergin@mJjc.ed11 
Don Jenkins (951) 487-3531 

djenkins@mJjc.edu 

Menifee Valley Campus 
(951) 672-MSJC (6752) 

1-800-452-3335 
Bill Bennett (951) 639-5530 

bben11ett@m1jc.edu 
Dwight Duffie (951) 639-5531 

ddriffi(@mJjc.tdu 
Guy Reams (951) 639-5533 

gm1ms@rmjc.edu 
Glenn Stevenson (951) 639-5532 

g1tevm1on@msjc. i:d11 

MSJC's parriciparion as a Microsofr Aurhorizcd Academic 
Training Program (AATP) and CISCO Regional Academy 
provides networking students opporcunity to prepare for 
indusrry recognized ccrrification exams. Ccrrificarion exams 
in a variety of employment concentrations can be raken ar 
aurhorize<l resting centers. Cc:rripurr Testing is available on 
rhe San Jacinto and Menifee Valley Campuses and Sylvan 
Promerric resting is available on rhe Menifee Valley Campus. 

:.z:.11i'.d-on:;(1~1A~~:!~.1 .:. . .'.·; ·r~·J. :.:· 
::: #~~~~~A~~~1•~1t11:... 4..,,: ~r.~ ~ .1.;1. J, 

Programmer• Applications Programmer• Sysrcms 
Programmer• Programmer Analysr • Software Engineer 
• Systems Analyst • Systems Inregrator • Project Manager 
• Web Developer • Web Designer • Webmastcr • Dara 
Administrator • Database Administrator• Database 
Manager • Darabase Operator • Database Programmer• 
Computer Technician • Network Technician • Network 
Administrator· System Administrator• Sysrcm Operator 
• System Manager• Help Desk Technician • Compuring 
Applications Spccialisr •Computing Support Specialist • 
Applications Specialise 
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I Instructional Programs 

TRANSFER PREPARATION 

MSJC offers a range of course work ro prepare scudenrs 
to transfer to four-year col leges and universities. All four
ycar institutions prescribe their own srandards for course 
evaluation and admissions. Prospective transfer students 
are advised ro review the MSJC catalog with a counselor to 

dc:tcrmine which MSJC courses are transferable. 

DEGREE . ·. 

An Associate degree in CIS may be earned by 
completing one Employment Concentration plus the C IS 
Core requirements (for 3 combined minimum of 18 units) as 
well as al l MSJC General Education Option A requi rements. 

Required Courses (9 units) 
CSIS-101 lnrroducrion ro Compurcrs 

god Darn Processing 3 units 
CSIS-201 Systems An2lysis and Design 3 unirs 
CSIS-202 Networks and D~rn Cummun ica1ion.1 3 units 

E lective Courses (9 units) 

Complete any Employment Cnncenrrntion Certi ficate. 
Depending upon the Employment Concenmuion selected, 
the studenr may be requ ired to complete elective course 
work to fu lfill the minimum 18-unit requi rement of the 
Certificate. 

CERTm~ttfEMPLOYMENT 
1CONCENTRATIONS 

Because che Employment Conccnrracions and rhe 
Scace of California approved Cerrificarcs are so inregrnred, 
they are laid our rogecher in rhe fo llowing pages. St:tte 
Approved Certificates may be earned by completing one C IS 
Employmcnr Concenrration plus the C IS core requirement 
(9 units) for a comhined. n1inimum of 18 unics. Dc:pc:nding 
upon the Employmcnr Concentration selccced, the scudenc 
may be required to complete elective course work to fu lfill 
the minimum 18-unit requ irement of the: Certificate. 

CIS Core Requirements (9 units) 
CSIS-101 il)tr00Ucdon l'.Q <;;omputcrs 

iiid Da111 Pl'QCC$Shig 3 unirs 
G$lS-201 Sy$!cllU Anal~is and Pcslgn 3 units 
CS\s-202 Netwo'rks and' Data Communications 3 units 

Upon successful completion of any of the: Employment 
Concenrrations listed in this section, rhe Student may request 
a Mt. San jacinro College Certificate ofCompletion. 

ItGENERAL TRACI< ., ~. 

"· 
Computer Forensics (16 units) 
AJ-103 Crimin.LI Evidence 3 unilS 
AJ-105 Public Safety Report Writing 3 units 
AJ -108 Criminal lnvcstlgaclon 3 uniu 
CSIS-181 Computer Hardw~re - Level l 4 uniu 
CSIS-182 Compurcr Forensics 3 unlrs 

Computer Hardware Specialist CertH1cation 
(10 units) 

In order ro obcain the A+ lndum y cercific,1Cc students 
must rake exams from Comp T IA. Studenrs ca n register for 
these exams ac hrcp://www.2resc,com 

CSIS-151 Using the OS Command Linc lnrerf~cc 3 unit~ 
CSIS-154 Using and Configuring Windows 

Opcraring Systems 3 unilS 
CSIS-181 Compurer Hardw~rc- Levd I 4 units 

Data Analysis and Modeling (9 units) 
CA l•P-122 Using Microsofr Excel 3 uni1> 
CAPP-123 Using Microsoft Access - Level 1 3 unirs 
CAPP-143 Using Microsoft Accm- Levd 2 3 unirs 

Microsoft Office Applications Developer 
(9 units) 
CAPP-120 Using Microsofc O ffice- Level 1 3 uniu 
('.A PP-140 Using Microsoft Office- Level 2 3 units 
CAPP-160 Using Microsoft Office - Level 3 3 units 

Networking Technologies Apprentice 
Certification (10 units) 

· fn order ro obtain che Ncrwork+ industry certificate: 
scudencs must cake exams from CompTIA. Students can 
register for these exams at bu p;Uwww,2resr.com 
CSIS-190 Network Media 3 units 
CSIS-191 Network Hardware - Level 1 4 units 
CSIS-202 Networks and D~tJ Cornrnunkaiions 3 units 

O~QftJC.e Specialist CertiflaJtioia (6 units) 
CAP1>-120M Uslng-QptJ'Offis:c - Lewl l · 
CAPP•l40M U.!ing OpenOffice - Lcvd 2 

Service Desk Hardware Support (15 units) 
CSIS-154 Using 2nd Configuring Windows Opcr~ting 

Sn!e.ms 
CSlS-171 Service Dc.ik Concepts 
CSIS-171L Service Desk Lllb 
CSIS-181 Compum Hardw:irc - Leve.I I .. 
CSIS-191 Ncrwork Ha.rdwu c - Level l 

Service Desk Software Support (16 units) 

Requlred Coul'K$ (4 unjts) 

CSIS-171 · Service Desk Concc:pu 

CSIS· l7 1L Smkc Desk Lab 


Elective Courses (12 units) 
CAPP-120 Using Microsoft O ffice - Level I 
CAPP-120M Using OpenO ffice - Lt vd 1 
CAPP-122 Using Microsofr Excel 
CAPP-123 Using Microsoft Access - Level 1 
CAPP-124 Using Micrusofr l'owcrPoint 
CAPP-126G Uslng Adohc lnDcsign 
CAf> P-135 Using Microsoft Project 
CA PP-140 Using Micrui.ufc Office - Level 2 
CAPP-140M U~ingOpenOffice • Level 2 
CAPP-141 Using Microsoft Word - Levell 
CA PP-143 Using Microsoft Access - Level 2 
CAPP-160 Usini: Mkrosofr O ffice - Level 3 
CSIS-150 Using Microsoft Windows 

3 uniu 
3 units 

3 uniu 
3 uniu 
I unit 

4 units 
4 units 

3 units 
1 unic 

3 units 
3 unirs 
3 unirs 
3 l•nirs 
J unit~ 
3 unlrs 
3 units 
3 unirs 
J un it~ 

3 uniu 
3 unns 
3 unirs 
1 uniu 

I 
I 
I 
I 
I 
I 

II 
I 
I 
I 
I 

• 
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inet+ Certification (9 units) 	 C++ Programming (6 units)

I In order to obta in rhc im:t+ indusrry certificate students CSIS·l 13A C++ l'rogrnmming- Level I 3 unics 
must take exams from CompTIA. Studems can register for CSIS·l23A C++ Programming - Level 2 J units 
rhese exams at hu p;//www.2ccsc.com 
CSIS-103 lncroducrion m the Internet 3 unlcs DatabaseAdministration.(15 units) I CSIS-115A Web Dcvelopmcnc - Level I J units CSIS-114A SQL Programming- Lcvt'I I .3 wtiu 
CSIS-202 Networks and DatJ Communicarions 3 units 

CSIS·l14C Darab:uc Programming - Level I J unlrs 
Internet Authoring (15 units) 

I 
CS!S-214 Princlplcs of Database Management 

Nore:: A cumulative GPA of2.0 or higher is required for Systems 3 units 
these courses. 	 ~SIS-241A Database Server Admlnlmacion - Level I 3 uniu 

CSIS-26!A Dar.ib:uc Server Administration - Level 2 3 uniu 

I 
Requi red: 

CSIS-1 03 lncroduccirm to rhc lnterner 3 units 

CSIS-1 15A Web Dcvdopmcnr - Level I 3 units Database Operator (9 units) 
CSIS· l25A Web Development - Level 2 3 units 

I 
CSIS-214 Principles ofDarabasc Munagemmt 

Sdecc O ne: Systems 3 uniu 
CSIS-114A SQL Programming- Level l 3 unlcs CSIS·24 1A Oirabasc Scrvu Adminlscmrlon - Level I 3 unirs 
CSIS-1156 XML Design - Level I 	 3 units 

I 

CSIS-261A Darnhase Server Adminlmarion - Level 2 3 unhs 


Select One: 

CSIS-1166 Developing ASP.NET Web Applications 3 units Database Programmer (12 units) 

CSIS-1160 l'H P Weh Dcvdopmenc 	 3 units CSIS-l 14A SQL Programming- Level I 3 units 

. \ CSIS-124A SQL l'rogramming- Level 2 3 uniu 

~oe:1 woajaN~ ~ . 
L:SIS-114C 0 ;11,1base Programming - Level I J units I 	 I'• 

1
•I ' .. . • '·r ·.I 

CSIS·l24C Database Programming - Level 2 3 units Certified Internet Webmaster (CIW) 

(12 units) Database Programming (6 units) 


I CSIS-202 Network Jnd DatJ Communlcarions 3 uniu 
CSIS·l 14C Daraha~e Programming - Level I 3 unitsNET-160 Web Server AdmlnlmJtion 3 unir< 

NET-161 lmplcmenrlngAdvanccd Web Sire Designs 3 units CSIS-124C: DatJbasc Progumming - Level 2 3 uniu 
NET-162 Designing a Web lnfrastruccure 

for E-commerce 3 unirs JAVA Programming (6 units)

I LAN/WAN Administration CCNA (Cisco CSIS· l 13B JAVA Programming- Level I 3 unirs 

Certified Network Administrator) CSIS-1238 JAVA Progmmrning - Lcvd 2 3 unirs 

(12 units) 

I 
 Oracle Developer (15 units) 
CSIS-202 Network anJ Dara Communk.1tions .} units 
NET 100 LocalArca Ncrwork Design and 

In order to obtain Oracle industry c:ertific:uion, studcnrs Switch Managcmcnc 3 unhs 

NET-IOI Liycr 3 Routing and Rou1er M;111agcmcnr 3 unics 
 must take exams from Oracle Corporation. 

I NET-I02 Wide Arca Nccwork Design .1 nd 
Protocol Configuration 3 units CS!S-214 Principles ofDarnh:i.<c Mnnagcmcnt Sysrcms 3 unirs 

ORA-171 B Omclc Forms RclcJse 6- Level I 3 units Linux System Administrator (9 units) 

I 
CSIS· l53 Using UNIX 3 units ORA-181 B Or.1clc Forms Release 6 - Level 2 3 units 
CSIS-223A Linux System A<lmlnisrrarion - Level I 3 unirs ORA-1720 Oracle Repom Rclclse 6 - Level I 3 units 
CSIS-2J3A Linux Sys1em Administration - Level 2 3 unics 

ORA-1826 Omclc Reports Release 6 - L.:vcl 2 3 unirs
Microsoft Certified Systems Administrator 

(MCSA) (12 units) Python Programming (6 units) 

CSIS-202 Network Qn<l Dam Communbrions 3 uniu CSIS-l 16E. Python l'rogrammlng - Lcvd I 3 units 

I 
NE.T-120 lnmlling, Configuring, ln.I Adminisicring :t 

Windows C.:lienr Operaring System 3 units CSIS-126E Python Programming - Level 2 3 units 
NET121 Mnnaglng an<l Maintaining a Windows 

Server Environment 3 uniu SQL Programming (6 units) 
NET-122 lmplcrncnring. Managing, anJ Maintaining a CSIS-l 14A SQL Programming - Level I 3 unirs

Windows Network lnfrnsrructure 3 unirs 
CSIS-124A SQL Programming - Level 2 3 units 

I 

Security Certified Network Professional (SCNP) 

(12 units) Visual Basic Programming (9 units) 

CSIS-202 Ncrworlu an<l Data Comm11nicntions 3 units 	 CSIS-11 2A Visual Basic Progrnonming- Lcvd I 3 unlu 
NET-11\0 Network Security f'undamcnrall J unirs 

CSIS-122A Vi>uJI B.1sic l'rogramming - 1.cvd 2 J unitsNET 141 Har<lenln11 1hc Infrastructure 3 units 

I NF.T-142 Network Dcftn~c .ind Countermeasure< 3 units CSIS-132 Crcnring Vl.<u.11 011sic D.1r.1b.uc Appllcadons .} unlrs 

.. ·-·~-~~~~~~~~~~~------................................................................."""'!'~ 
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Course Descriptions 
·. ·~tl:"i,i·\-BADM-170 '..•',Ji'~>.;!tc. ·r '• 3 units 

Introduction to International Bwincss LEC48-54 
This incroductory course in international business covers the basics 
of doing business beyond the borders of the United Smres. It covers 
the economic basics of trade, regul3tory issues, geographic/cultural 
problems and the nuances of revised business practices required for 
foreign tr;idc:. Prerequisite: MGT-103 (wirh a grade of C or beuer). 
··Transfers to CSU only 

BADM-201 ."'"11\~JJ;. ' . ' 3 . ~ ;f'i';:.;~(' : ' UnttS 
Legal Environment ofBwine.u LEC 48-54 
An introducrlon 10 rhe legal environmenc of business. Subjects 
Include legal systems, sources of law, social ond govcrnmencal 
Impacts on private enterprise, ethics and professional rcsponsibiliry, 
alrcrnnte dispure resolution, agcnt:y, warranties, inccrn:nional law, 
and Constitutional law. Srudems will do casalrcgularlon analyses 
on ADR, conrracrs including e·conrracrs, consumerism, employment 
l'dadonshlps. business rom and criminal lnw issues and study business 
orga nization form•. The course is required for Business Administracinn 
majors and certificares and Legal Assisranrs. Prerequisite: None. 
--Tra nsfers to both UC/CSU 

BADM-210 · · i~J! ,." 3 units 
Prlnclplc:s ofAdvertising LEC 48-54 
This course explores how advcrrhlng is i111cgmed 11110 husi ncss 
operation$. Students will analy-tc the role of advertising professionals 
and how advertising effects business opcra1ions. Topics will Include the 
historical rise of the adverilslng Industry, communication mc:rhods, 
social respnnslbiliry, rcgulacions, research, branding, media choices, 
adverrising methods. and the relationship wirh the: lnccrnet, along 
with current and future trends. Prerequisite: MGT-205 (wi1h a grade 
ofC or better). - Transfers 10 CSU only 

BADM-215 '::\~:,:·~~ 3 units 
Busincs,, and Mukcting Planning LEC 48-54 
111is i ntermcdiatc level course is designed for srudcms eonsidcrlngsmnll 
businc5s ownership or who wish to advance an existing small business. 
Students will investigate approaches and challenges assoclnrcd with 
rhe analysis, planning, dcvdopmcn1, and implc:menmion uf re:dl~ric 
businc.~s and marketing pbns. Topics include: identifying a visinn and 
orgon italiu11til struc1urc, performing a •ltuadonal aMlysis, eva lt1nring 
financing alrernarivcs. prcpuing and anol~lng financfa l st:ucmenrs. 
dc:vc:luping mnrkcring strarcgics, making managerial decisions, nnd 
creating a comprehensive business and marketing plnn. Prerequi~ite: 
UADM-103 and MGT-205 (with a grade of C or bener). ··Transfers 
to CSU only 

BADM-299 ·'i"r:.~~"'}·.:. . · " 1-3 units 
Special Projeru: Bwlocss IS 16-54 
Srudenrs with previous course work In che program may do special 
pro)ecu rhnt involve research and special srudy. The acru:il n:iturc of 
1hc: project musr be determined in consulmrion with 1hc supervising 
lnsrrucrnr. May be mken 4 rimes for credit. Prcrc4uisitc:: Previous 
Business dasscs; a conuact must be complc1cd wilh the lnsrructur 
prior to enrollment. --Transfers to CSU only 

" !~~it. .: CAPP-039 . ....,~;;;t-~.1.'··,: 1 unit 
Software Applications Worohop LEC 16-18 
(fonnerly Software Applicatiooa Cenificadon Tr.st Review) 
The focus of rhis course is on rcvic:wing mlcrocompu1er application 
concepts and caking prnc1icc cums in prep.tration for professional 
ccrtificorion ill 1n icrocompu1er applications. Course conccnr will vary, 
dependi ng on the cc:nification m:ucrial~ thM are being reviewed, for 
example: MOS (Microsoft Office Spccililisr) Experi Exam on Excel, 
MOS Expert Exam on Access, and orhers. 111is course Is de~lgncd 
for students who :ilready have some experience In rhc cxltm con1e1u 
area, bu1 arc looking for a refresher course to berrer prep~re for rhe 
ccrrificarion exam. May be 1:1ken 4 times for credit. Prcrcqui~hc: 
No ne. --Not transforable 

CAPP-056 ·:$.~j,J..' . · .5 unit 
Computer Applications Work.shop LAB 24-27 I 
Th is cour.<c reviews and reinforces theory nnd applications taughr in 

Microsoft Office: cou rses for Word. Ell.eel. PowerPoim, Access. and 

O utlook. This course: offers prncrice assignments and resrlng nnd is 

recommended for rhc student desiring ro learn how to fully utiliic 
 I 
functions and increase rhcir produc1ivity with Microsofr O ffice 

applications. Offered as pass/no pass only. May be raken 4 times 

for credit. Prerequisite: None. Recommended Preparation: Prior 

completion or concurrcnr enrollment in one of rhc courses covering 
 Ia •oftware Jppllcation wirhin chc Microsofc Office suite. --Not 

transferable 


CAPP-065 ····.~~~;· 1 unit IFormatting Term Papers LEC 16-18 

Th is course wiII focus on how 10 use the form a re Ing f carurc:sofMkrosof1 

Word for scuing margins and tabs, line spacing, creating he:id~rs, 

foorers, hanging lndenrs, page numbers, widow/vrphans, outlines, 

and references in MLA and APA .iylcs. This class is for sruden1s whn 
 I 
will be raking c::lassc:s rhat req1Jirc: documented term papers and reports 

rhat may include foornotes. endnotes, works cited, bibliographics, nr 

orher references. Prerequisirc:: None. Recomm~ndcd Prc:pararion: 

OTE.C- t44A or cquivalcnc experience. Keybo:irding speed by rouch 
 I 
ar 25 wpm desirable. ··Not transforable 

CAPP-080 ~4~~~,7 · 1 unit 
lotroduction 10 Technology LEC 16·18 I 
'!'h is course is designed fur the student seeking incroductory-lcvcl 
h:i nds·on experience wirh computing technologies and services at 

MSJC. S1udcms will have lhe opportunity to work whh sofrwarc 

applications ns well as web browsers. May be rnkcn 2 rimes for credit. 
 I 
Prerequisite: None. ··Not tr11nsforable 

CAPP-081 :· ·>Jir~~~· )' 1 unit 
lniroduction to rhc Vasta OperatingSptcm LEC 16-18 I 
This cou rse is designed for rhe srudenr seeking imroducmry-lcvcl 
handb-On experience with the: Vista opcraring sysrem. Studenlb will 
have rhe opportunity ro complere hand•·on exercises utilizing features 
nf 1he opcraring software. Prerequisiic: None. ··Not transforable I 
CAPP-082 ·?";~~.,:- · 1 unit 
lmroducrloo to File Management LEC 16-18 
This course is designed for the •fudem seeking lnrroductory·lcvd I
hands-on experience creati ng, m~naging and orgnni1.ing electronic 

files. Working in u hands-on cnvironmcnc students will learn basic fi le 

management skills required tu be an efficienr employee and student. 

Emphasis will be given to developing an organllarionnl file plan. 
 IPrerequisite: None. -·Not transfaroble 

CAPP-120 . ·'~~l~': . ·· 3 units 
Using Mlcro50ft Office · Level l LEC 48-54 
(formerly CAPP-1200 Using Mlaosoft Office 2007 Level I) 
'This course is for rhc: studcn1 who wanrs ro learn rhc concepts of •

IMicrosoft O ffice computer appllcarions. S1ude111s will begin 10 learn 
1he funcrions and c:ipabilltic:s of Micrn~ofc Access, Excel, PowerPoinc, 
and Word, wlrh emphasis on rhe integration of Microsoft Office 
software: ro solve busine.11 problems. This course will begin preparing 
srudcnrs for Microsufr Office User Specialist (MOUS/MOS) Core· 
lcvd Exam~ in rhc four above applicarions. Prerequisite: None. 
--Transfers to CSU only •lCAPP...J.~ 3 unitg 
Using OpenOffice · Level I LEC48-54 
(formerly UsingOpenOffice v2· lcvel I) 
This course is designed ro inrroducc srudenrs ro rhc OpenOffice: •applications <uicc. S1udent• will learn how m work with the word 
processing, spreadsheet, prcscn1.Hion, and diagramming components 
of rhc Open Office •Uitc. Prercquisirc: None ··Transfers to CSU only •Mt. San Jacinro College 2010-2011 Catalog • 204 
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I Course Descriptions 

1 unit 
Using Acrobat • Level I LEC 16-18 
In chis heglnning course, studcnrs will learn the role of electronic 
doc;umentation in rhc pmfesslonnl and personal sector. Scudcnts will 
use Adobe Acrobat Reader 10 view and navigate rhrough PDF tiles. 
Acrobat Professional will be used ro: view, navigace, creare. manage, 
and share electronic documents. 1l1c course will cmphnsl:z.c currcnr 
uses of decrronic documents in professional :lnd personal sectlngs. 
Prcrcqulsire: None. ··Transfers to CSU only 

CAPP-132 

CAPP-135 \..:»;r~.~~'.'.. 3 units 
UsingMicrosoft Project LEC48-54 

(formerly CAPP-1350 Ualng Microsoft Project 2007) 
1nis course introduces scudcnrs to the esscncial cools and techniques 
used in modern projecl mrnagcmcnt. especially ns they apply to 
Information Technology projccrs. Wlrhln the fnimework of rhc 
project managemenr life cycle, rhe following acriviries will be 
examined: Integration and scope management, clmc, cosr, nnd quality 
management. and communications and rl$k management. 1l1lscourse 
ls designed for the srndenr who need) a working knowledge of projccl 
management cools and rechniques. Prerequisite: None ..Transfers lo 
CSU only 

• "'" .,,.~ ~

CAPP 140 3 units- '. :PJJ;f; -.·''·. ..'• 
Using Microsoft Office · Level 2 LEC 48-54 
(fonnerly CAPP-14-00 Using Microsoft Office 2007 ·Level 2) 

. This course is designed ro acquaint the srudcnrs wlrh the proper 
procedures to cre~ite more advanced documents, workbooks, darRb3ses 
and presentations n 1icable for course work. professional purposes. and 
for personal use. Prerequisite: CAPP- 120 (wirh a grade orC or better). 
--Transfors 10 CSU only 

Using OpenOffice· Level 2 
(fonncrly Using OpenOffice: v2-Levd2) LEC 48-54 
This cou rse is designed co acquaint scudents rhe proper procedures 
for creaclng more advanced documents, workb<.>uks, daraha~cs 3nd 
presencacions u•lng che OpenOffice su ite. Prcrequisice: CAPP-120M. 
· ·Transfors lo CSU only 

, • 
y • • :"""'."7:'1'fJfJ>::•:<;.:. -~. • 3 un'ats '" CAPP-141. '· ":J~iAt!JIA~--f'};;':: : ' • 

Using Microsoft Word • Level 2 LEC 48-54 
formerly CAPP-1410 Using Microsoft Word 2007 - Lcvd 2) 
This is an advanced course In Microsoft Word focused on form:mlng 
and managing lal'gc documcncs. Topics indudc: page formatting, 
foorno res, macros, merging, document assembly, sorting. tables, 
graphics and collaborarion. This course prescms topics included in the 
Expert MOS exam. Prerequislrc: CAi>P-121 (with a grade of Cur 
better).••Transfers to CSU only 

..· .;· ..:.."~~ ..
CAPP-143 ·.. 1;1t:,''lf~',:. · 3 units 
Using Microsoft Accc.u - Level 2 LEC 48-54 
(rormcrly CAPP-1430 Using Microsoft Access 2007 • Lcvd 2) 
This course continues rhc studenr's inquiry into darnbasc applicacions 
by prescnring advanced fcarurc:s or rhe MS Access application. The 
focus In chis course will be on mulclple-rnblc rclacions, and studentswill 
design and build complex forms, reports and queries with an emphasis 
on Visual Basic for Applications (VBA). This course is designed for the 
srudent who wams to learn how co develop effeccive darab3sc solutions 
fo r single-user and workgroup applications. Prerequisite: CA PP-123 
(with a grade ofC or bc1ter). -Transfers to CSU only 

CAPP-152 · ··.,.~!U'.~:·- 1 unit 
Using Acrobat · Lcvd 2 LEC 16-18 
Th is course is J r.signed for the profession:1l steking to e11hnncc 
clectronic documcnrs. In this odvanced course, srudenr' will learn how 
to use Acrob:u ro create and manage business documcnrs. Students•' ••LI .. " .,_'__

will create fi ll-in forms. use advanced editing wol. document review 
rools, discuss security issu~s. and produce qua lity output. Prerequisite: ICAPP·132 (wlrh a grade of C or berccr). ..fransfers lo CSU only 

' · ~..--~h··' · 3 unitsCAPP-160 ·•·..~;;911i('k.•l.I· 


Usin.g Microsoft Office · Level 3 LEC 48-54 
 I 
(formerly CAPP-16-00 Using Microsoft Office-Level 3) 
This course introduces students to the Visual Basic for Applicat ions 
programming environment rnd huw rhls programming faci lity can 
be u.~ed to automate many desktop application functions. Empha)is in I 
the course will be on using the object models in the M icrosoft Word. 
Prerequisite: CAPP-140 (wich a grade of C or bet1er). ·-Transfers to 
CSU only 

FIN-200 . <~}:!/;. 3 units 
fin11.J1cial Management LEC 48-54 

'This course is designed for business nnd accouncing majors. Emphasi~ 

• 
IIis placed on rhc financial aspecrs ofcorporate fi n11.nce and managerial 

decisions and its application to the areas offinancial staccmenr :u 13lysis, 
fi nancial markets and insrimrlons, rime value ofmoney, risks and rares 
of returns, s10cks and bonds valuations. cost of capital budgeting, 
worki ng capital manngemcm, cnpltal structure and levcugc, dividend 
policy, financl:1l planning nnd fo recasting. derivatives nnd ri~k 
managcmcnr, and rnultinuiona l finance. Prerequisite: ACCT-125 
(with a grndc ofC or better). ··Transfers to CSU only 

. •.. ~ ~ •· .wG'l'l!'q,tl'OTEC 5 . ~ ,;..~i.;-· '~· 1 unit-0 0 •
Keyboarding&: Application Software Lab LAB 48 -54 

1llis course reviews and reinforces rhc theory and applkuions t:iughc 
in Keyboarding and Microsoft application course$. This course offers 
assignment a•sistnnce wich currc111 course work. O ffered as pass/no •
pass o nly. M~y be ta ken 4 rimes for credit. Prcrcqui;irc: None. --Nol 
transferable 

OTEC-095 . ;,~J't~fjh,;;~: 3 units •
Business English LEC 48-54 
Studcms will learn the principles of ediring wriuen cummunicacion 
applicable ro busi ncs.~. The course emphasis is on fundamenrals •of grammar. numbtr u<age, punctuation, spelling, nnd modern 
business vuc:ibulnry. The course provides a rhorough trcarmenr of 
currem English usage needed in rhc busineu office environment. 
1l1e ba;ic principles of business writing arc introduced. This course is •recommended for aII Business majors and vocational buslnes< students. 
It is particularly recommended as a precursor to or as a class co be taken 
concurrently wirh BADM/ENGL-104. Business Cnmmunicnrlon and 
Tech nical Wrirlng. 'Cross-listed as ENGL-095. PrerequL~i re: None. •--Not lransferebla 

OTEC-131 .:?~..f~:.~;t··· 1 unit 
Filing Techniques LEC 16 -18 •
Using a hands-on approach, scudcncs will learn fi ling rules and 
techniques established by the Associacion of Records Mrnagcrs and 
Administrators (ARMA) co cre:ue and maintain files. This course 
focuses on alphnbccic, geographic, subject , and numeric fi llni;. •
Scudcrus will also review the basics of records management and lhc: 
role of filing in the office. l'rerequishc: None. ··Transfers lo CSU only 

OTEC-144 · ·.;,\{.,~:~. 3 units •
Keyboarding and DocuOJent Forrnattlng LEC 48-54 

Srudenis learn the basic techn ique~ of rhc touch system in the ma.)tery 
of the keyboard and develop speed and accuracy in kcybuarding dau . 
They also develop rhc basic formauing skills ncces~nry co produce •
lcucrs, memorandums, repores. and cable>. Prcrequ isire: None... 
Transfers lo CSU only •Mt. San Jacinto College 2010-20 11 Catalog • 206 
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Course Descriptions•• CSIS--101 ·;~·· · '~'f-·~: 1 ,J..f~: ' 3 uni~· 
Introduction to Computers and Oa1a ProcC$$lng LEC 48-54 

• 
This course provides a general inrrnductlon ro computer systems 

• 
with .111 emphasis on undemandi ng the applka!lon of information 
technologies In an urga1frt acional setting. The scudcnr is introduced 
ro the components or an information system (hudwarc. software. 
dara and people). and rhe tcd111iqucs for lmplcmcnrlng these systems 

• 
(progra m design and sysiem ~nalysis and design). and rhc cechnologics 
for disscmlnaring rhcsc systems (network and internee). Srudenrs will 
lc:arn ro use computing applicarluns as a cool tu improve personal 
productiviry. with an cmph:uis on spreadsheet applic,1rions. This 
course is designed for srndencs who arc imcresccd in how information 
ccchnolugics improve organizarional effcccivcncss as well as how these 
technologies can improve personal productivity. Prerequisite: None. 

• 
_t··AA/AS General Education: AA/AS 02 ··Tran~fers to both UC/CSU !} 

,u • ·;•.t•.. "'!""' 2'~;t ·~"..- · .. 3 unih 
• ,,,(,·.. . L.11 

• 
ln1roduction 10 the ln1ernc:t LEC 48-54 
"This course provides an overview of the many services available on 
rhc Internee. Scudcnrs will learn abouc lnrcrner browsers and their 
exrcnsiuns, WWW, eMail, ~ea rch engines, using the Internee for 
research. chat aud insrant mc.<saging, uploading and downlo;1ding 
fi les using r:TP servers, ~toragc services. lnrcrner security conccprs. 
e-commerce and the variuu~ career opportunities assodared wich che 
Internee. Prcrcquisi1e: None. Recommended Prc:p:iraclon: CAPP-080 
or basic computer skills. ··Transfers to CSU only 

CSIS-104 ,_;.:.:.. 3 units 
Introduction 10 E-Commerce Infn.s1ructure LEC 48-54 
1his course lncroduccs m 1dents to rhc fund:imc11ral conccprs of 
c·cnmmcrcc infr•mucrurc including communic.ttion proiocol ~. 
web progrnmming ~nd m.1rkup languugcs. and website sccuriry .ind 
management. The course will examine ihc funcdonal requirements 
uf e-commerce wch1ircs. and illusrr3tC pri11dples of lmplemenring 
c·eommcrce syscems using appropriate rr;chnulugy. 1nls course 
is designed fur 1hc srudcnr who is inrcrcsrcd in learning about 
E-commerce as well as the career options char arc .1vailablc in th is 
field. Prerequisite: None. --Transfers to csu only 

CSIS-lllA •:.~4;,·@f.:' . 3 units 
B:ulc Programming · Level I LEC 48-54 
lntruductiun io program concepts in which the mtdem will nn.ilyie. 
formu lare, code and debug a series ofprograms rebred to everyday life. 
Prerequisite: None:. ··AA/AS General Educotlon· AA/AS 02 ••Tren5fers to 
both UC/CSU 

CSIS-lllB · ..~·::.':~1~·· 3 units 

Fundamen1ab ofCompuicr Programming LEC 48-~4 
This ,ourse will Introduce Jtudc11ts wirh no prior progrnmming 
cxperieucc: tu the fundnmencals of compurcr programming. ' l11etc arc 
foundarion concepts for nearly all modern programming languages 
induding Vimal Basic, C •+. Cll and Java. Topics include sequence:, 
repcrlrion, and sdec1lon conrrol scrucrurcs. Advance topics include 
arrays, file 1/0, and an introduction 10 the principles ofobjccc-oricntcd 
programming. O ne ur more high-levd programming bnguages will 
be used to reinforce rhe general concepts prcsenred in this course. 
Prerec.iuisite: None. ··AA/AS General Education: AA/AS 02 ··Transfers to 
both UC/CSU 

CSIS-112A ·,::~~:j3~i 3 units 
Visual Basic Programming - Levd l LEC 48-54 
lnrroduccion to event-driven pmgramm ing in the Windows 
cnvi ronmenr. Visu.11Basic will be: uri lized 10 develop programs char 

CSIS-113A .....,:;;·;~ 3 units 
C++ Programming - Levell LEC48-54 
This course introduces the scudcnt 10 the principles of object-oriented 
programming COOP) using the C++ programming language. 
Studenrs will iiwcsrigatc and evaluate: various program design 
merhodologks and apply them co programming prohlcms using C++. 
C++ fearurcs rhnr will be covered include l~nguagc synrnx. darn rypes 
and dedararions, control scrucrures, funcriom. arrays. pointers and 
scrings. Th is course is designed for chc scudcn1 who wishes to learn a 
programming lllnguagc; no prior prograrnmingexpericncc is required. 
Prerequisite: None. ··AAIAS General Education:AA/AS 02 ··Transfers to 
both UC/CSU 

CSIS-1138 ... :~tii~.·· 3 units 
JAVA Programming - Level 1 LEC 48-54 
Th iscourse isdesigned forCISsrudc:nrswho arc intcrc~tcd in expanding 
rheir programmingskills in che area ofObjecc-Orienrcd Progrnm ming 
(OOP). especially ns ir pertains ro applicarions dcvclopmenr <>n the 
World Wide Web. This course introduces srudcnrs co 1hc principles of 
objcct-nricnrcd programming (OOP) using the JAVA programming 
language. Srudents will lnvcstigJle Jnd evaluate v~rious program 
design rnet hudologics and .1pply chem to progmnming problems using 
JAVA. JAVA feature~ thac will be covered include language synrnx. 
encapsulation. inheritance. polymorphism. if-then/else consirucr~ . 
looping. and arrays. Prcrcqui~itc: None. ·-AA/AS Genoral Education: 
AA/AS 02 ··Transfers to both UC/CSU 

CSIS 113C ~· ,·(~.~. I 3 units
C#Pro~ming - Levcl i .,...~"-· LEC48-54 
(formerly C# Prognunming) 
This Is an lnrroduciory course th.u will provide m1dcn1S wirh rhc 
b•sic knowledge and skills rhey need to develop .1pplications with 1he 
Clf progmmming language and the .NET development framework. 
lhis course will focus on progrJm \trucrure, bnguagc synrnx, Basic 
Graphic.ii User lnrerfoces, and implcmcnta1iun derails. Prerequ isite: 
None. Recommended Prcparncion: CSIS-11113. · ·AAIAS General 
Educallon: AA/AS 02 --Transfers to both UC/CSU 

• ···' .., ~~•• 
'1~SIS-114A. -'~:;$ "'-~~;,. 1 •. 3 units ~ 

SQL Programming- Level I L£C 48-54 
111is course lncroduccs the"srudc:nt m che SQL progrnmmlng language 
rnd covers all or rhe fcaru re~ of1hc b ngu.1ge that .ire needed 10 create 
and mainr.1in single-rablc dambasc systems. SQL feacures 1hnt will 
be covered include: language syntax. daca query language (DQL) 
demenl~. daca ma11ipul:1tion bnguage (DML) clcmenrs. and basic 
dara dclinlrion language (DDL) clcmcnrs. No priur programming 
experience required. Prcrcc.iuisicc: None. ··AA/AS General Education: 
AA/AS 02 ··Transfers to both UC/CSU 

~·~·CSIS-U4C ·'. 1~~\f~ ·· · 3 units 
Database Programming . Level I LEC48-54 
This wursc inrroduccs srudc:nrs 10 dat~basc programming (scored

d e S Iroutines. procc: ures and 111ncclons). tudenrs wi I invcsrigarc: nnd 
evaluacc: v.irlous program design methodologies and apply rhem co 
daiabasc programming problems. Programming fcacures thac will 
be covered include language syntnx, daca iypcs. block. function, and 
procedure dcliniduns. Jod control structures. Prcrequisire: CSIS· 
I14A (wlrh a grade of Cur better). ··AA/AS General Education: AA/AS 
02 -·Tron;;fors lo CSU only 

CSIS-115A ...~,J;J: '.· ,. 3 units 
Web Development - Level I LEC 48-54 
An cxrc:nsive course on the newest rcchnologies used in Web 
Oevclopmcnc including rhc Extensible Hyperccxt Mtirkup Language 
(X HTML) and C.1~cadlng Sryle Sheers (CSS). Studc1m wi ll learn 

demnmmuc graphical user 1111c1faLe design. d.mba<c access, rnd OLE Jhouc Internet communica1io11s using rhc l lypcrrcxt Tr.111srcr Pmw~ol

I inccgrarlon. Prerequisite: None. ··AA/AS General Education: AA/AS 02 (HTTP) .ind Uniform Rcsuurce l.ocamr~ (URL1). Smdcncs uc also 
··Tronsfers lo both UC/CSU iru roduced to chc basic <kills neccs~ary to create J Web Page. proper 
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Course Descripti?.n.s ... --·-····---------------------- 
CSIS-153 ·'..f"M~%il:11@.~<(:-. ;, . 3 units 
Using UNIX LEC 48·54 
This course lncrod11ces students to rhc fondamenrnl fearures of rhe 
UN IX operati ng symm. Srudenrs w ill be lnrroduccd to comma nd 
line basics, file and directory mn11agemen1, cexr edirors. and shell 
progr.1mming. This course Is designed for students who will be 
working in, or providing support co m hcrs who work in 1he UNIX 
environment. Prcrequisire: None. ··Transfers to CSU only 

'~alS':lt ~., 	 ·~··:r3 u.Uut 
Uslng and ConfiguringW lndo"'8 OpcratiogSynenu LEC 48-54 
This cou rse intruduccs the studcnc to sysrcm adminiscr:ition concepts 
and MS Windowssysrem administration rools. Concepts robe covered 
include syscem ::ind sofrware inst.illation, user and profile management, 

.. d isk managemcnr, backup and recovery. and security issues. This 
course is designed for students preparing for A+ certificarion, as well as 
srudents planning a career in system admlnisrnnlon and management. 
Prcrequislre: None. · ·AA/AS Genarel Education: AA/AS 02 · ·Transfers to 
CSU only 

~;CSIS-171 :~i~~~*·;~~· · 3 units 

student who is incerc~ted in learning abour data communicatio ns and 
necworking hardware, as well as ca reer options In network support. 
Prercquishc: CSIS-i81 (wirh a grade of C or bener). ··AA/AS General 
Education: AAJAS 02 ··Transfers lO CSU only 

~~20.l~:?~Bmllllt••tl. .• f M~~r..' !. 3 units '.t 
SystemAnalysi.. and Design LEC 48-54 
l ncroduccs rhe principles, design. and techn iques ofcomputer sym:m 
design. Emphasis is on analyiing :tnd solving problem~ rclaring ro the 
design/re-design ofa computer system. Prercquisirc: CSIS-101 (wirh 
a grade of C or beucr). ··AA/AS General Education AA/AS 02 ··Transfers 
to bolh UC/CSU 

,•;...lfllr\l ·"''··~• .• ..j...CSIS-202 ..•:'/-~ ·~ '- · 3 units 
Networks and Data Comniu.nkations LEC48-54 
This course imroduces srndents ro fundamenr~I dara communkarion 
concepts includin~ voice and data commun icat ions, nerworking 
hardware, the OSI model, and nccwork design. Network managcmc:nt 
and .~ccuricy issues a rc also covered. ' Ibis cou rse is designed for rhe 
studenr who is inccrcstcd in learn ing abouc darn communications and 
nctwor~i~g :u well as the ca reer oprions rhar arc available in rhis field. 

Service Desk Cooc;c:pts 	 LEC 48_54 ·• ~ Prere~uts11e: None. ··Transfers t~ CSU only 

This course introduces scudents co Service Desk concepts and r'""'CSJS-2J] ' -· """'~W'. :" .,.,,. ·· 3 units 
technology. W irhin the comext of che incident mnnagcment and ") :.~ :•· 
problem ma112gemcnt life cycles, studcnrs will examine: service desk lntroduc;tion to DlltaStructu~ aod Algorithm1 LEC 48-54 
concepts, ope rations. roles and responsibilirie~. and proccsse5 and 	 Topics include basic dMa 5truc.:tu rcs such ~s array), lim, sracks. and 
procedures. l'rercquisire: None. ··Not transferable 	 queues: d icrionaries Including bina ry search 1rces and hash ing: 

priority queues heaps; introducwry analysis or algorithms; sorting 
algorirh rm; and objecc·urienced progrnmming including absm.cr d ata ~CSIS-171L · ·1,~~~~Y,'.·'· · 1 unit 
types, inheritance, and polymorphism. Also covco'S solving complex 

· Scrvlc;c: Desk Lab 	 LAB48-54 prublems rhrough strucrured software devclopmenc. Prcrctpoisitc: 
"This course is designed fo r rhe srudenr who wanrs 10 gain hands-on CSIS-123A or CS IS-123B (wirh a grndc ofC or bccter). --Transfers to 
experience in applying rhc concepts and technologies uf a service/help bolh UC/CSU 
desk. Students will use a varlccy of software iools and rcchnologics to 
analyLe user needs. and to track and repori rroublc inc:idencs. May bc:J•'!CSIS·214 ~.:.~~iii~. 3 units 
u ken 4 rimes for crcdii. Prcrequisice: CSIS-17 1 (wich a grade ofC or 
better). · · Not transferable 

~CSIS·l81 <:-;·~ 4 units 
Computer Hardware · Level l LEC 64-72 
lhiscourse Is an i11troduccion ro microcoonpurc:r hardware. peripheral~. 

.and sysccm software. Topics include basic troublcshooolng, system 
configurarion a 11d setup. 'l11 is course will prepare the studenc tor A+ 

.,.~crtlfic•cion Exam. Prerequisite: None. ··Transfers to CSU only 
.:.·· 

CSIS-182 . .... " '~£i&ie!W.~~...... ~ ". 3 units 
Compuccr Forensics LEC 48-54 
This course introduces srndcnrs to rhe rcc;hniqucsand tools of computer 
forensics invesdgarions. Studcncs will receive srcp·by-srcp explanations 
on using the most popular forensic tools. Topics include coverage of 
the 1.arcst technology secondnry devices including hud drives, PDAs, 
cell phones. and thumb drives. Prerequisite: CSIS- 18 1 (wirh a grade of 
C or better) or equivalent assessment. ··Trensfer11 to CSU only 

CSIS-190 . ' '1tf.t~!Y "''.> 3 units, ._.,.,cy"'°"'~f •..··· 
Network Media LEC48-54 
This course introduces students to the theory and concepts ofguided 
and unguided ncrwo rk media. Students will design cable plans, and 
use the lab fu.ci lities co build and ccst p:11ch cnblcs and cable runs. Th is 
course is designed for scudcnrs preparing for Nctwork1 cer tification, as 
well as students planning a career in system or ncrwork adminimarion. 
Prercquisirc: None. ··Transfers to CSU only 

:~f8'49t~~······-=~~ ~·- Uih

p d I fD tab •M ' S ' LEC 4S-541 0r n P « a uc aoagement ystcm.s 
This course introduces students to rhe chcoryand principles ofrelationa l 
database managemem systems. S1udenu will npply these concepts in 
the design and development of a simple database application. Topics 
co be covered include data modeling, logical and physical darnbase 
design , normnlizarlon ~nd dcnormali7.ntion, and clienc·server and 
c.liscribured darabase architectures. Prerequisite: None. · ·Trans fers 10 
CSU only 

CSIS-223A ··:,«~~~IP.!(} ' 3 units 
Liou System Adniinbtrarion - Level l LEC 48-54 
This course introduces stu<lenrs co syscem adm inistration con~epts and 
Linux syMcm admini>tration tools. Concepts to be covered Include 
sysrem nnd software innallarlon, kernd building and configuration, 
system startup and shutdown, and user nnd group managcmenr issues. 
This course is designed for studencs preparing for Linux cer tification, 
as well as students planning a career in system admlniscrarion and 
mnnagemcm. Prcrequisice: None. Recommended PreparJrion: CSIS· 
l 5J. --T1ensfers to CSU only 

CSIS-233A •::~~';,~. 3 units 
Linux System Admlnbtration - Level 2 LEC 48-54 
This cour~e teaches students 1he skills rhey will need to manage a 
Linux system in a networked environmenc. This course is designed for 
rhe srudeno who is interested in learn ing nbour data communications 
~nd networking a~ well as the career opcions chac arc available in this 
field. Prcrequislre: CSIS-223A (wirh a grade ofC ur bcrrer). --Transfers 
lo CSU only -

I 
I 
I 
I 
I 

Network Hardware -~ l LEC 64-72 ".~CSIS'-241A" ., iJ.MQ JIWAJJ!~~i1 ·" : .• 3 units. 
This course inrroduces studcms 10 fund:imenral datn communicarion Database Server Administta.tion - Level l LEC 48-54 
concepcs and nerwnrking hardware. A hands-on approach will This course introduces rhe m odcnr co rhe cool~ and methodologies 
rei nforce concepts in ncrwork protocol. •n<l a rchirccrurcs, media and of d:uabuse .1dminisrracion. Srndencs will inst~ll and configure 
h ardware. Srudcnrs will hnve the opporrunicy to insr.111, configure a funcrioning multi-user daoabasc system. Pre requisite: None. 

_.and troubleshoot nerwork hardware. This course is de~igncd for ohe · ·Transfers lo CSU only 
:~~ 

.........,...._..,........-------------------------------------
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Course Descriptions •• fCSIS-261.A../l/~ :e~&~· ,.' 3 untti' 

• 
Da1ahsue Server Admlniatracloo · Level 2 LEC 48.54 
1l1is course Introduces chc student ro additional tools and 

• 
methodologies of database administration. The emphasis in chi5 
course is on managing and administering the day-co-day operndons 
of a muhi·user database syStem. Topics chat will be covered include: 
backup and recovery, u~er management, and performance tuning. 
Prercquisicc: CSIS-241 A (wich a grade of C or better). --Transrers to 
csu only 

•• 
.. .,_......tt 

CSIS-298A :· ::·;.~::,)..', 0.50-3 units 
CIS SpedaJ Topics1 Programmlng LEC 8-54 
This course pcrmirs smdcnts co study relevanr programming copies 
within che field ofcompmer information systems. Topic:s and credit 
will v:uy. May be taken 4 times for credit. Prerequisite: None. 
--Translers to CSU only 

· · ·4"tt~~....., .
CSIS-2988 .··.~._r~:~::-· 0.50-3 units 

• 
CIS Special Topla1 Dataha.K Technologies 

• 
This course introduces rhe scudenc to new and emerging database cools 
and tech nologies. Srudencs will have che opporrunicy co develop and 
build procotypes for che concepts, procedures, and mechodologlcs 
covered In class. Topics and credit will vary. May be cake11 4 times 
for credit. Prerequisite: CSIS·l 14A (with a grade of C or berrer). 
--Tronsrers 10 CSU only 

. .. ......~~,~~·,... 1 3 •t 

•• 
CSIS-299 .' •·~'J<~.:-o'. - unJ s 
Special Project." Computers IS 16-54 
Scudcnts \Vith previous course work in rhe program mny do ~pedal 
projccu char involve research and special ~1udy. The accual nature of 
rhe projecc muH be determined in consulcacion wich the supervising 
inscrucror. May be cakcn 3 rimes for credic. Prerequisite: Previous 
computer courses: a concrncr mu~r be completed wich chc i n~truc1or 
prior co enrollment. ·-Transfers lo CSU only 

• 
NET-100 ·~ ~,~~~··· 3 units 

• 
Local Arca. Network Design and Swirch LEC48-54 
Management 
111is course is designed to provide studcms in networking the 
fundamencJ I conccprs of local area nerwork design and chc babies of 

• 
~wirch management including Cisco Cacalysr operations And VLANs. 
This course is designed 10 help srndenrs prepare for CCNA exa m from 
Cisco Sysrcms and meets rhc rcquiremenrs of the C ibCO Network 
Academy. May be caken 4 times for credic. Prerequisite: CSIS-202 
(wich a grade ofC or brncr). - Transrers to CSU only 

NET-I. 01 • /,.«".~~· '..'t°, I 3 ° 

• 
•!v~~f!.. • · UOJtS 

Layer 3 Routing and Router Management LEC 48-54 

• 
This cou~c is designed co provide srudencs in networking che 
funda mental conccpu of layer J muling .ind che basic.~ of rouccr 
managemenr including Cisco 105 sofcware configurntion .uid routing 
protocols such as RIP and IGRP. This course is designed to help 
studenrs prepare for rhe CCNA exum from Cisco Sysrcms and meecs 
rhe requiremcnrs of rhe Cisco Network Academy. May be caken 4 
times for credit. Prcrcqulsice: CSIS-202 (with a grndc of C or better). 
··Transrers lo CSU only 

' "'.'~rl.it;:'i.NET-102 3 units.... .J~.1.:...-. 

Wide Arca Network Design and Protocol LEC48·54 
Configuration 
This courn: is designed 10 provide students in necworklng the 
fundamenral cnncepcs ofwide area ncrwnrk design and configurncion 
of rdmcd prorocols on Cisco rourcrs. This course Is designed ro help 
srudents prepare for the CCNA oam from Cisco Sy>rems and meets 
the requircmcnn of the Ci.co Network Academy. M3y be caken 4 
rimes fo r crcdir. Prcrequisire: CSIS-202 (with a gcadc ofC or herrer). 
-·Tran11lers to CSU only 

NET-120 3 units 
Installing, Configuring, and Admlolsrerlng LEC48-54 

a Windows Client OpentlngSystem 
This course is designed m validate rhc found3tlonal skills rhac an 
operaringsysccms profc~sional needs In order co lnscall, configure, and 
ndminisrer Microsoft client opcmlngsysccms (Microsofc Window, XP 
and more recent versions). This course helps students prepare fur the 
Microsofr Certified Sysccms Adminiscracor C licnc Core examination 
(Client Workstation). M3y be caken 4 times for credit. Prercquisire: 
CSIS-202 {wirh a grade of C or becccr). ·-Translers to CSU only 

NET-121 ,,.."'~>~•I~ ,. 3 units. :·-1.~~--~~.....• ... 
Managing and MaJntalning a Microsoft Windows LEC48-54 

Server Environment 
This course is de$igned co validate che foundaclonal skills that an 
opcra1ing systcms professional needs in order ro install, configure, and 
ndminiscer Microsoft server operncing syscems (Microsofr Windows 
Server 2003 and more recent versions). This course helps srudcncs 
prepare for che Microsofr Certified Sysrems Adminiscracor Client Core 
exa mination (Server). May be rnken 4 rimes for credit. Prerequisice: 
CSIS-202 (with a grade nfC or bcccer). --Transrers to CSU only 

NET-122 3 units 
Implementing, Managing, 11nd Maintaining LEC48-54 
a WindoWJ Nenvork Infra.structure 
1l1is course is designed co validate che foundational skills rhar nn 
opcracing >yscems professional needs in order m implement, manage, 
and mainnin chc network infrasrrucrure chat supporis Microsoft 
>erver operating sy,rcms (Microsoft Windows Server 2003 and more 
recent version~). This course helps s1udc111s prepare: for rhc Microsofr 
Ccrclfied Sysrems Adminisrr3cor Clicm Cure: cxaminaclon (Network 
lnfrascruccurc). May be rakcn 4 cimcs for credit. Prerequislrc: CSIS· 
202 (wich :a grade of C or better). --Trensrors 10 CSU only 

NET-140 " ,\··~: .~~~.·:~ 3 units 
Network Security funda.menr.Js LEC 48-54 
Th is course is designed co provide scudcncs In networking a gener3I 
undersr3nding of security concepts. communlcarion security, 
infrasrruccure security, the basks of cryptography, and operational 
and organization:ll sc:wricy. 'This course is designed ro help studcnu 
prepare for the Security+ exam from Comptia. M:i.y be taken 4 
limes for ~redit. Prerequisite: CSIS-202 (wich a grade of C or better). 
--Translers 10 CSU only 

NET-141 ~-::.;;:. , ::~.' 3 units 
Hardening the Infrastructure LEC 48-54 
1his course is designed co provide Students with rhc foundacion3I 
skills chat a security professional requires. These skills include router 
sccurlry. npcrncing system securlcy, ~dvanccd knowledge: of TCP/ IP. 
and network securlry basics. This course helps studems prepare for the 
Securiry Certified Necwork Professional examinacions. May be taken 
4 tirnes for credit. Prerequisite: CS IS-202 (wirh a grade ofC or berrcr). 
·-Trensrers to CSU only 

·.~..~~~"'I.NET-142 .• .-~:~$~.~;~. 3 units 
Network Oefuue and CountermeasurCJ LEC48-54 
"Th is course lsdesigned to validacc the founduional skills that asccuricy 
professional requires. These ~kills include intrusion dececcion ~ysrems 
design and ltnplcmcntntion. nccwork craffic signarun:s. security 
policies. risk analysis. fircwJll design and implementation. This course 
helps scudencs prcp~re for the Security Cercified Network Professional 
cxaminarlons. May be taken 4 rirnebfor credit. Prcrcquislrc: CSIS-202 
(with a grade of C or better). --Trnnsrors 10 CSU only 
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Instructional Pro rams 

Business 
PR OGRAMS O VE RVI EW 

Dcgrce(s) San Jacinto Campus 

Business Admjnjsrrarjon (951) 487-MSJC (6752)

A.S. in Business Administrationo•w"'"" 1-800-624-5561 

(with Gmernl Ed11cation Requirements Option A) 
Office Admjnjsuacio11 Menifee Valley Campus 
A.S. in Office Administration,.,,,_; nu•0•0•" '"'..''"' ""'''"" (95 L) 672-MSJC (6752)(with Gmaal Education Requirements Option A) 

1-800-452-3335 
Certific;ate(s) 
Business Adrnjnjstrarion 
Ccniflcatc in Business Administration ""cr""""n"> 
Ccrriflcate in Small Business Operations m•c:-r111Js.s1101fo• 

Office Admjnjmaripn 
Cerriflcate in Business, Clerical ""'~'""'wR""""'llC"l ouscu • ir 

Certiflcare in Busil1ess, Offlce Adrninisrrarion Technician """·' """''""""' ""'c' """"'" 
Certiflcatc in Microsoft Applic:i.rions Specialist ,., .. ~ ' ""' MCAll«h ••, .. I nu$ .... 11' 

Employment Concentration Certificare(s) 
Business Adminjstration 
Accounting Applications Concentration '""'" "~ ""'., 
Accouncing and Tax Preparation Conccntracion ,..,.,,.,..ccnus.cm.x 

Encrepreneurship •?t" "~"""NII• 
M:10agemenc Communicacions Concencrarion '""'"'rcc•us Mc 

Professional Oevelopmem Concentration •"""cc ht"'" 
Projecl Management Concentration '""'"'"" """'" 
Resort Operations Concentration "'"'u:""'""'"'' 
Sustainable Energy Management for Business Concencrncion """".' ""'""" 

Office 6dmjnjgrncjpn 
Office Communications Concentration ,,..,.orcc•usc><. 
Office Technologies Concencration .,,.,.a;c nusoT 

Records Managemcm Concenrration '"'"'cc•u•"'• 
Virtual Office Professional Concemrarion .,,.,.,,.c;r;.ousvorc 

BUSINESS ADMINISTRATION OFFICE ADMINISTRATION 

This flcld deals wirh chc realm ofcommercial This field deals wirh che realm of rhe modern office. 

cransac;cions involved in che American economic System. An An Associace degree program, three certificate programs, 

Associate degree program, two certificate programs, and cwo and three employment conccnrrarions arc available. Sec chc 

employment concentration ccrtificarcs arc available. following pages for derails. 
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Instructional Programs 

Business 
BUSIN ESS ADMINISTRATION 

Oegree(s) 
A.S. in Business Administration"" A> M DM 

(with Gweral Educnrion Requirements Option A) 

Cercificare(s) 
1 	 0 11Cercifkace in Business Adminiscration • 111~ " " "'• 

Cercificace in Small Business Operacions '"°'·r~v••ll()J •~• 

Employment Concentration Certificate(s) 
Accounting Applicncions Concencrntion wJ?»r:e<: nvs M 
Accounting and Tax Prepnracion Concencrncion •r>99ncc •u>AccrTAX 

Encreprcneu rsh ip Conccntcacion ''"'"co uso •1 m 
Management Communications Concentration ,.,.,.,,,,cc•u1>1c 

Projecc Management Concentration ""'""' •v"'" 
Professional Oevelopmem Concentration ..,.,,.,,..""''"'" 
Resort Operations Concencrarion ..,.,.'' cou1 Puor> 

Suscainable Energy Management for Business Concenrrncion •-1cc hu»1"' 

PROGRAM DESCRIPTION 


Business Adminisrracion studies introduce the student 
co the world ofcommercial transactions, which occur in 
rhe distribution of resources in our American economic 
system. These courses offer students opportunities to 
acquire practical skills, technica l knowledge and experience, 
and improved conceptual abilities and theory in rhe 
areas ofAccounring, Business Law, Finance, Marketing 
and Management. A core concentration in th is area, in 
conjunction with the MSJC General Education Option A 
requiremencs, leads ro a major in Business Admin iscrarion. 
T here are also cerciflcate programs in Accounting and Tax 
Preparation, Business Administration and Small Business 
Operations. 

DISTINCTIVE FEATURES 

There are two areas of focus: 

l. 	Business Administration - Provides a theoretical overview 
and approach co the business world. 

2. 	Small Business Operations - The certificate program 
provides a focus on practical small business operation 

San Jacinto Campus 
(95 1) 487-MSJC (6752) 

1-800-624-5561 
Larry Barraza (951) 487-3525 

Lbm·raza@msjc.edt1 
Ron Bowman (95 1) 487-3520 

rbowman@msjc.edu 
Belinda Heiden Scocc (951) 487-3521 

bsrott@msjc.ed11 

Menifee V.1llcy Campus 
(951) 672-MSJC (6752) 

1-800-452-3335 
David Candelaria (951) 639-5522 

dcrmdelar/a@msjc. i!d11 
Caren Hennessy (951) 639-5526 

chennmy@msjc.ed1t 
Donna Holts (951) 639-5521 

dhoits@msjc.edu 
Gloria Sanchez (95 l) 639-5520 

gsanchez@msjc. ed11 

CAREER OPPORTUNITIES 


Accouncing • Promotion ~ Sales • Finance • Public 

Administracion • Heakh Administration * Inspection* 

Purchasing Marketing• 'J'ransporrarion Administration • 

Utilities Administr<1rion 

TRANSFER PREPARATION 

MS]C offers a range ofcourse work co prepare students 

to transfer to four-year colleges and universities. All four

ycar institutions prescribe their own standards for course 

evaluation and admissions. Prospective transfer students 

are advised to review the MSJC caralog wirh a counselor to 

determine which MSJC courses are transferable. 

The American Assembly ofCollegiate Schools of Business 

(AACSB), a national business/management program 

accrediting agency, stipulates that lower division course work 

is preparatory co a bachelor's degree. Thus, ch is program is 

skills and techniques. 	 designed to provide a basic overview of the area. 
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Instructional Pro rams 

DEGREE 

T he 18 units in che major plus all MSJC General 
Education Option A requirements for a coral of 60 units is 
required co earn an Associate ofScience degree in Business 
Administration. 

Business Administration Major (18 units) 

Required Courses (6 units} 
ACC'J'..124 Financial Accouming • 

Principles ofAccouming I 3 units 
ECON-201 Principles of Mncroeconomics 3 units 

Additional Required Courses (9 units from this list} 
BADM-103 lncroducrion 10 Business 3 units 
BADM-201 Legnl Environment of Business 3 units 
CSIS-101 Introduction to Computers 

and Data Processing 3 units 
MGT-103 I nrroducrion ro Managcmcnc 3 units 
MGT-205 Principles ofMarketing Management 3 units 

Electives (3 units from this list) 
ACCT-080 Deducting the Cose ofBusiness Assets I unit 
ACCr-081 General Conccprs Concerning 

Corporate Taxation I unit 
ACCT-082 General Conccpt·s Concerning 

Paru1ership Taxation I unit 
ACCT-125 Managerial Accounting- PrlJ1ciples 

ofAccounting II 3 units 
ACCT-127 Federal nnd California Income Tnic 

Accounting 4 units 
BAOM-098A Developing Effective Time Managcmenc 

Techniques .5 unit 
BADM· 098B Reducing Stress nnd Improving l'crfornrnnce .5 unit 
BADM-098C Developing Leadership in Organizations .5 unit 
BADM-0980 Dynamics ofSuccessful Teamwork .5 1111it 
BADM-098E Rnislng Performance Levels 

lhrough MurlvJrion .5 unit 
BADM·098F Developing Customer Relations and Rapport .5 unir 
BADM-098G Business Erhics .5 unit 
BADM-104/ENGL-104 

Business Communications 3 units 
BADM-150 Small Business Entrepreneurship 3 unics 
ECON-202 l'rinclplcs ofMicrocconom ics 3 units 
FIN-200 Flnnncinl Mnnngcme111 3 units 

CERTIFICATES 

Competency in English and math is required prior ro 
complering either certificate. This may be accomplished by 
tcsting or completion of ENG L-098 (English Fu ndamencals) 
and MATH-090 (Elemenrary Algebra). 

Certificate in Business Administration 
(24 units) 

Required Courses (15 units) 
ACCT-124 Financial Accouncing • 

Prindples ofAi;counting I 3 units 
BADM-103 lntroduc1io11 to Business 3 units 
BADM-201 Legal Environmcnc of Business 3 units 
MGT-103 Introduction to Management 3 units 
MGT-205 Principles ofMarketing Managemem 3 units 

Recommended Courses (Take 3 units from this list) 
CSIS-101 lmroduction to Computers and 

Data Processing 3 units 
ECON-201 Principles ofMncroeconomics 3 units 

Elective Courses (Take 6 units from th.is list) 
ACCT-080 Deducting the Cost of13usiness Am·1s I unit 
ACCT-081 General Concepts Concerning 

Corporate "laxation I unit 
ACCT-082 Genctnl C(l11ceprs Cvncerning 

Partnership Taxation I unit 
ACCT-125 Managerial Accounting· 

Principles ofAccounting 11 3 units 
ACCT-126 Beginning Computer Accounting 3 units 
ACCT-127 Federal nnd Cnlifornin Income 

Tax Accouming ~ units 
BADM-104/!lNCL-104 

Business Communications 3 units 
BADM-150 Small l3usincss l!ntrcprcncurship 3 units 
BADM-157 Prindple-1 ofSnlesmnnship 3 units 
BADM-170 Introduction to lncernacional Business 3 units 
BADM-2 10 Principles (IfAdvertising 3 units 
ECON-202 Principles ofMicroeconomics 3 unirs 
ENGR-108/MGT-108 

Organi1,11ionnl Behavior 3 units 
MGT-132 Labor Management Relacions 3 unics 
MG'f- 133 Productivity Management 3 units 
MGT-138 Personnel Management 3 units 

Certificate in Small Business Operations 
(24 units) 

Required Courses (15 units) 
ACCT-124 Financial Accounting . 

Principles orAccounting I 3 units 
BADM-150 Small Business Emrcprencurship 3 units 
BADM-201 Legal Environment ofBusiness 3 units 
ECON-201 Principles ofMacroeconomics 3 units 
MGT-205 Principles ofMarkccing Management 3 units 

Elective Courses (9 units) 
ACCT·l25 Managerial Accounting· 

Prindplcs ofAccounting JI 3 units 
ACCT- l26 Beginning Computer Accounting 3 units 
BADM-157 Principles orSalcsmanship 3 unics 
BADM-170 Introduction ta lntcrn:HiOMI Business 3 units 
BADM-210 Principles ofAdvcrrising 3 units 
CS!S-101 lncroduction 10 Compucers 

and Dntn Processing 3 units 
ECON-202 Principles ofMicroeconomics 3 units 
l!NCR-108/MGT-108 

Organiwrional Behavior 3 units 
MGT-103 lmroduction co Management 3 units 
MGT-132 Labor Managemenc Relations 3 units 
MCT-138 Personnel Manngcrncnt 3 units 
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Note: Eve1y e.f!orr ltas been 111c1de 10 keep program 111formc1t/011 current. 

Please use this Information as a guide and cons11/1 with tire chair oft/re depanmentlprogram or cm MS.JC co1111selor. 

1 



Instruptional Programs 

Professional Development Concentration 
EMPLOYMENT CONCENTRATIONS 

(9 units) 

Cerrificate classes must be completed wichi n a 
 Required (3 units): 

two-year period to be valid. Certificate is valid for cwo years 
BADM-104/ENCL-104

afcer issuance. Srudencs must complete an employment 
Business Communicntions 3 unirs 

concenrrarion ccrrificarc application form (available in 
Required (3 unirs)

the Business Department office) after completion ofall 
BA DM-098A 	 Developing Effective Time M:rnagement 

certificate classes in order m receive certificate. 
Techniques .5 unir 

Accounting Applications Concentration BADM-098B 	 Reducing Scress and Improving Performance .5 unit 
(9 units) BADM-098C 	 Developing Lendership in Orgnnizations .5 unit 
ACCT-076 	 Bookkccplhg Part I - Accounrlng Theory 3 unirs 

BADM-098D 	 Dynamics ofSuccessful Teamwork .5 unit or 
ACCT-124 Financial Accouming- BA DM-098E Raising Performance Levels 

Principles of Accounting I 3 units 1lirough Moriva1io11 .5 unit 
ACCT-077 Bookkeeping Parr 2 - QuickBooks Pro 3 units BA DM-098F Developing Customer Relations and Rapport .5 unit 
ACCT-126 Beginning Computer Accounting 3 units BAOM-098G Business E.rhic.~ .5 unit 
Accounting and Tax Preparation Concentration Required (3 units) 
(16 units) 

CAPP-120 	 Using Microsoft Office - Level l 3 units ACCT-124 	 Financial Accounting
Principlcs of Accounting I 3 units CAPP-121 Using M lcrosott Word - Level l 3 units 

ACCT-125 Managerial Accounting - Principles of 3 units CAPP-122 Using Microsofc Excd 3 units 
A1;cou ming JI CAPP-123 	 Using Microsoft Access - Level 1 3 unitS 

ACCT-127 	 Federal :ind California Income 
CAPP-124 	 Using Microsoft PowcrPoint 3 unitsTax Accouncing 4 units 

CAPP-122 Using Microsoft Excel 3 units CAPl'-125C Excel For Business and Accounting 3 uniu 
or or 
CAPP-125C 	 Excel For Bl1Sincss ~nd Accounting 3 units 

CAPP-l25CI 	 Excel I-Basics for Business and Accouncing I unit or 
CAPP-125Cl Excel l-B;1sks for Business :111d Accounring 1 unit and 
and CAPP-l25C2 Excel 2-For Business Users I unit 
CAPP-1 25C2 faccl 2-For Business Users 1 unit and
and 

CAPP-125C3 	 Excel 3-For Accouming Users I unitCAl'P-125C3 Excel 3-For Accounting Users 1 unit 
(the preceding cl1rcc one-unic classes arc equivalent co CAPP-125C) (the preceding three one-unit classes nrc equivalent to CA PP-125C) 
ECON-202 Principles of Microeconomics 3 units 

CAPP-126E 	 Using lnDesign Cs2 .. Level I 3 units 
Entrepreneurship Concentration 

CAPP-126G 	 Using Adobe lnDesign 3 units(16 units) 
CAPP-135 Using Microsoft Project 3 units 

Required Courses (12 units) 

BAOM-103 lncroduction co Business 3 units Project Management Concentration (9 units)

BADM-150 	 Small Business Entrepreneurship 3 units 

MGT-103 	 Introduction lo Management 3 unlrs BADM-2 15 Business and Marketing Planning 3 uniu 
MGT-205 Principles of Marketing Management 3 unirs MGT-133 Productivity Management 3 unirs 

Elective Courses (4 units) CAPP-135 Usi ng Microsoft Project 3 units 
ACCT-12'1 Financial Accouming  Resort Operations Concentration (10 units) Principlcs of Accounting I 3 units 
BADM-098A Developing Effccrivc Time Management l lORT-120/BADM-120 

Tcchnlqucs .5 u11it Sales <1nd Marketing in Hospirnlity 3 units 
BADM-098B 	 Reducing Stress and Improving Performance .5 unit 

I IORT-121/BADM-121 13ADM-098C Developing Leadership in Organizarion .5 uniL 
BADM-098D Dyn:i m ic.~ ofSuccessful Tcnmwork .5 unir Sanitation and Safety In Resort Management 2 units 
13ADM-098E Raising Pcrfornrnncc Levels 1hrough I IORT-122/BADM-122 

Motivation 	 .5 unit 
Resort Food & Beverage Operarions 3 units BADM-098F Developing Customer Rdacions and Rapport .5 unit 

BADM-098G Business Ethks .5 unit HORT-123/BADM-123 
BADM-157 Principles ofSalesmanship 3 units Menu Planning in Rcsorr O peracions 2 units 
BADM-201 Legal Environment of Business 3 units 
CAPP-120 Using Microsoft Ofllcc - Level 1 3 unics Sustainable Energy Ma.nagement for Business 
ECON-201 Principles of Macroeconomics 3 units Concentration (15 units) FIN-200 Fituncial M:1Mgemcnt 3 unirs 
MCi-138 Personnel Management 3 unitS BADM-103 I ntroductlon to Business 3 units 

Management Communications Concentration BADM-201 Legal Environment ofBusiness 3 units 

(9 units) SEMA-100 Our Susrninahle Fut11rc 3 unlrs 
BADM-10'1/ENGL-104 SEMA-101 Funclamcnrals of Energy Assessment in 

Business CommL111ications 3 unit·s Business 	 3 unhs 
CAPP-121 Using Microsoft Word - Lcvd I 3 unics 
MCT-103 lncroducrion to Management 3 units SEMA-1 10 Managing Sustainable Business Practices 3 units 
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Course Descriptions 

BIOL-150 5 units 
General Biology I LEC 48-54/LAB 96-108 
General Biology 150, the fim of n two semester sequence, is an 
inrensive scudy ofmodern biology designed ro prepare science majors 
for upper-division courses in cell, molecular and organismal biology. 
'!he emphasis is on rhe structural and functional uniry of life as seen 
from an evolutionary perspeccivc. Topics include the biochemical, 
molecular, metabolic, and genetic aspects ofcells, as well as phylogeny 
and systcmalics. 1111: cnursc includes h1hnratnry ,111d field cxerclsc;s on 
the principles covered in the lcccurc porcion of the class. A field trip 
may be required. Prerequisites: CHEM-101 and MATH-096 (wich 
a grade of C or better). Recommended Preparation: High school 
or college Biology/Chemiscry. ··AA/AS General Education: AA/AS A 
--Tran&fers to both UC/CSU --IGETC Area(s): 59,--CSU Area(s): 92, 93 

BIOL-150H 5 units 
Honors General Biology I LEC 48-54/LAB 96-108 
General Biology 150H, rhc firsr of a two scmcsrer sequence, is an 
inccnsivc scudy ofmodern biology designed co prepare science majors 
for upper-division courses in cell, molecular nnd orgnnismnl biology. 
The emphasis is on rhe struccural and functional unity of life as seen 
from an evolucionary perspective. Topics include the biochemical, 
molcculur, mecnbolic, and genetic aspects ofcells, as well as phylogeny 
and systematics. The course includes laborarory and field exercises on 
the principles covered In the lecrure portion of rhe class. A field trip 
may be required. Prerequisices: Acceptance in the Honors Enrichmenc 
Program and CHEM-101 and MATH-096 (with a grade of C or 
bctrcr). Recommended Preparation: High school or college Biology/ 
Cbemimy. --AA/AS Ganerel Education: AA/AS A--Trensfers to botl'I UC/ 
CSU ··IGETC Area(s): 59,-·CSU Area(s): 92, 93 

BIOL-151 5 units 
General Biology 11 LEC 48-54/LAB 96-108 
General Biology 151 is cbe second class in a two-pare series and covers 
structur~I and functh.innl biology of plants and a11im,ils (growth nnd 
srrucrure, rranspon, circularion, gas exchange, homeostasis, nurririon, 
reproducrion, development, hormones, and nerves), ecology, and 
evolutionary theories. This course satisfies rhe General Education 
rcquiremenc in nacural science and prepares scudencs for cransfcr 
inco <.ollcgc and university sdcn<.c major programs. A field trip may 
be required. Prerequisite: BIOL-150 (with a grade of C or better). 
--AA/AS General Education: AA/AS A--Transfers to both UC/CSU --IGETC 
Area(s): 5B.-·CSU Area(s): 92, 93 

BIOL-151H 5 units 
Honors General Biology II LEC 48-54/LAB 96-108 
General Biology 151 is rhc second class inn rwo-parr series and covers 
scruccural and functional biology of planes and animals (growch and 
structure, transport, drcularion, gas exchange, homeosmsis, nurririon, 
reproduction, developmcnr, hormones, and nerves), ecology, and 
evolutionary cheories. This course satisfies the General Education 
requirement in natural science and prepares students for transfer 
into college and university science major programs. A field trip may 
be required. Prerequisite: Acccprance in the Honors Enrichmenc 
Program; BIOL-150 (with a grade of C or better). ··AA/AS General 
Educetlon: AA/AS A --Transfers to both UC/CSU --IGETC Area(s): 59,-
CSU Area(s): 92, 93 

BIOL-201 4 unjts 
Blosiatlsd cs LEC 48-54/LAB 48 -54 
This ~oursc introduces srndencs co quantirntive methods ofanalysis In 
the life and environmental sciences. Emphasis is placed on the scientific 
merbod nnd cxperimenral design, as well as analysis and inrerprernrion 
ofscientific data. Scu<lenrs also learn mcchods ofconducting statistical 
analyses on data using statistical computer software. ·n1is course is 
intended for rhose majoring in life and environmenml sciences. 
Prerequisiccs: MATH-096 {wirb a grade of 

'C' or better) or a minimu m score of 3 on the AP Calculus exam, 
and BIOL-115 or BIOL-150 & 151 or ENVS-101 & 102 or BIOL
140 or f.NVS-110 with a minimum grade of 'C' (or a minimum 
score of 3 on the AP Biology exam or a minimum score of 3 on the 
AP E1wironmemal Science exnm). ··Transfers to both UC/CSU--CSU 
Area(s): 94 

BIOL-299 1-5 units 
Special Projects; Biology IS 16-90 
This is an arranged class ro srudy aselected topic or experimental design 
by contract wirh the insm,1cror for srndenrs wich previous course work 
in the specific program are:l. Arrangcmcnrs may be made wich rhe 
instructor ro supervise the special project. These projccrs arc available 
for variable units and involve research and special study in areas of 
imeresl within a give subject field. 'The ac1ual nature of the project 
MUST be deccrmined in consulrntion with the supervising instructor. 
May be caken 4 cimes for credir. Prerequisite: Previous Biology classes; 
a contract must be completed wirh the instruccor prior ro enrollmenc. 
--Transfers to CSU only 

Business 
ACCT-076 3 units 
Bookkeeping Part 1 · AccountingTheory LEC 48-54 
A basic incroducrory course in rbe essential clcmenrs of bookkeeping 
practice upon which advanced work in ocher accouncing courses is 
based. Topics include rhe double entry bookkeeping system, cash 
and accrual methods, use of journals and ledgers, adjusting encries, 
receipts and paymcnrs, payroll, sales tax, property tax and banking. 
Prerequisite: None. ··Not transferable 

ACCT-077 3 units 
Bookkeeping Part 2 - QuickBooks Pro LEC 48-54 
This course is designed for the student seeking hands-on experience 
wirh Q uickBooks Pro. Scudenrs will apply rhc computer in 1hc 
srudy of accounring principles. Studencs will prepare datn and 
enter nccouming rrnnsacrions utilizing QukkBooks Pro accounting 
software in order to yield various nccouncing srnren1cnrs. Emphasis 
will be placed on how co use chc QuickBooks Pro in a small business 
environment. Prcrcqulsire: ACCT-076 (with a grndc of C or beccer). 
··Not transferable 

ACCT-080 1 unit 
Deducting"Ihe Cost OfBusJness Assers LEC 20 
"lhis 1:oursc explores the rhcory and applicacion of deducting the 
cost of business assets on a tax rerurn including. but noc lirnired to, 
depreciation, amortization, bonus depreciation, luxury car limitations, 
and listed propcrry. "!his course is ccrcified by cbe California Tax 
I.:<lucation Council (C'l'I.:C) as fu lfilling rhe annual 20-hour (14 
federal, 4 srace, and 2 ethics) continuing education requiremenr for 
California regiscercd tax preparers. Prerequisite: None. Recommended 
Preparation: Knowledge ofgeneral financial accounri ng principles and 
caxarion. ··Not transfereble 

ACCT-081 1 unit 
General Concepts Concerning Corporate Taxation LEC 20 
This course explores theory and appllc;uion of general co111;ep1s of 
corporarc taxation. These indude. bm are not limited to. introd11crion 
ro corporate taxation, determining the corporate tax liability, 
procedural matters, investor gains and losses, dividends, and tax 
planning considerarions. ·nils course is certified by the California 
Tax l.!ducation Coundl (C'rl!C) as fulfi lling the annual 20-hour (12 
federal, 4 stace, 4 federal and/or stare) CE requirement for anmml 
renewal of a Tax Prcparcr's Certificate with California. May be taken 
4 times for credit. Prerequisite: None. --Not transferable 
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Course Descriptions 

ACCT-082 1 unit 
GcacraJ Concepts Concerning Partnership Taxation LEC 20 
lhis course explores theory and applicarion of general concepts of 
parrncrshlp raxarion. "fhcsc Include, bur arc nor limited co, overview 
and tax. effects ofJartncrshlp formation, operations, transactions 
between partner nn partnership, distributions, termination, and tax 
planning considcrarions. This course is certified by the California 
Tax Edu.:arion Coundl (CTEC) as fulfilling rhe annual 20-hour (12 
federal, 4 state, 4 federal and/or stare) CE requiren,ent for annual 
renewal ofa Tax Preparers Certifkarc with C alifornia. May be en ken 4 
times for credit. Prerequisire: None. --Not transferable 

ACCT-124 3 units 
Ftna ocial Accounting · Principles ofAccounting I LEC 4 8-54 
Deline fina ncia l accounring; identify its importance and use by 
invesrors and crcdirors ro make decisions. The course covers rhe 
accounting information system and rhe recording and reporting 
of business trnnsacrions with a focus on rhe accounting cycle. the 
application ofgenerally accepred accounting principles, the classified 
financial statements, and srarcment analysis and includes issues 
relating ro: asset, liability, and equity valuat ion, revenue and c><pensc 
recognition, cash Row, intcrn:tl controls and ethics. Prerequisite: 
None. Recommended Preparacion: CAPP- l22C (with a grade ofC or 
bccrer) or equivalenr experience. ·-iransfers to bath UC/CSU 

ACCT-124H 3 units 
Honors Financial Accounring • Principle$ of LEC48-54 
Acwuntingl 
Define financial account ing; idcmify irs imporrance and use by 
Investors and credirors ro make decisions. The course covers rhc 
n.ccounting information system and the recording nnd reporting 
of business transactions with a focus on rhe accounting cycle, rhc 
application ofgenerally accepted accounring principles, che classified 
financial statements, and statement analysis and indudcs issues 
relating ro: asser, liabiliry, and equity vnluarion, revenue and expense 
recognition, cash Aow, inrernal conrrols and echics. Prcrcquisirc: 
Acceptance in the Honors Enrichment Program. Recommended 
Preparation: C APP-122 (with a grade ofC or bccrer) 
or cqulvalcnr experience. --Transfers to both UC/CSU 

ACCT-125 3 units 
Managerial Accounting-Principles of Accounting II LEC 48 -54 
Examination of how managers use accounring information in 
decision-making, planning, directing operations, and conrrolling. 
Focus on cost terms and concepts, cost behavior, cost scrucrure, nnd 
cnst-vnlu1ne-profit .111 rd)'Si~. F.x\1111iiHlli011 o( profit pl~1t11ing, 'tnndnrd 
coses, operations and capital budgeting, cost control, and accounting 
for coses in manufactu ring organizacions. Prerequisite: ACCT-124 
(with n grnde of C o r better). --Transfers to both UC/CSU 

ACCT-125H 3 units 
Honors M anageriaJ Accounting - Principles LEC48 -54 
of Accowuing II 
Exarnin:irion of how managers use accounting information in 
decision-making, planning, directing opernrions, and concrolling. 
Pocus on cosr terms and concepcs, cost behavior, case scrucrurc, and 
cost-voli1me-prufi t analysis. £xa111ina1 ion of pro fie plwning, Stanc.hrd 
costs, operations and capital budgeting, cost control, and accounting 
for coses in manufacruring organizations. Prerequisite: Acceptance in 
rhc I lonors Enrichment Program: ACCT-124 (wich a grade of C or 
better). --Transfers to both UC/CSU 

ACCT-126 3 units 
Beginning Computer Accounting LEC 48-54 
This cou rse Is an overview of accotinling principles and procedures, 
which includes the entire accounting cycle, and hands-on_ use 
of personal computers in the application of financial accounting 
funcrions. Wich che use ofrhe f>cachrrcc Complcre ComputerProgram/ 
Software, the students become familiar wlth accounting functions for 
a small business. Computer ticcounring applications include, but are 

nor limited to, general ledger, accounts receivable, accounts payable, 
invoicing,/ayroll, inventory and job costs. Prerequisire/Corequisire: 
ACCT-12 (wlrh a grade ofC or better). --Transfers to CSU only 

ACCT-127 4 units 
Federal a nd California Income Tax Accowuing LEC 64-72 
This course introduces rhe theory and concepts of Federal and 
California income rnx return preparation for individuals. lt also covers 
un~erl~i1.1g social and cc.o?omic issues, as ~ell as, rax planning issues 
for 111d1vtduals. Prcrcqu1mc: ACCT-124 (with a grade ofC or better). 
··Transfers to CSU only 

BADM-098A 5 unit 
Developing Effective Time Management Techniques LEC 8·9 
lllis course p rovides practical ways for individuals and members of 
organizations ro identify objeccivcs, prioritize anions, organize: time 
efficic:ndy, tackle im1cs as rhcy arise, and adopt a do-it· now approach 
ro maximizing productiviry and achieving goals. Prerequisite: None. 
--Not transferable 

BADM-098B .5 unit 
ReducingStress and Improving Performance LEC 8-9 
This course provides prac tical ways to reduce mess :ind improve 
performance by identifying chc causes and sympcoms of stress, 
monitoring one's response co pressure, and implementing coping 
scraregics. "This course show$ how to manage srrcu in one's persondl 
life as weli as how CO reorg:mizc work rrncticcs :v1d USC techniques 
for dealing wi1h problems and potcntia problems in the workplace. 
f'rcrcquisire: None. --Not transferable 

BADM-098C 5 unit 
Developing Leadership in Organizations LEC 8-9 
This course provides guidelines for developing and reFining pracri.:al 
leadership skills chac will enhance all bttsincss and personal 
rel:1tio11ships. 'lliis .:ourse exa mines the rolesaml r<:sponslbilitles ofrhe 
leader as a supervisor and guides development ofabilities to work as a 
ream within groups ofpeople. f'rercquisire: None. --Not transferable 

BADM-098D .5 unit 
Dynamics ofSucccssfoJ Teamwork LEC 8-9 
Th is course provides guidelines for urilizing rhe rern1 LOn~cpr for 
meeting the challenges In an organization that require a wide variety 
uf skills, j11di;me11rs, :1ncJ experiences. · niis course examines rhc role 
of the ream leader, essential clements ofa winning ream. and how ro 
develop rhc ceam concept. Prerc:quisirc: None:. --Not transferable 

BADM~098E .5 unit 
Ra ising Perfo rman ce Levels 1nrough Motivation LEC 8-9 
-lh is coum: provides guideline• for using rhc arc of morivarion co 
create and sustain a poslrlvc environment In the workplace. This 
cou rse examines methods for getting the most from )'Ourself3nd your 
Staff, how co raise pcrformam;e levels, and achieve high quality work 
from employees. Prerequ isite: None. -·Not transferable 

BADM-098F 5 unit 
Dc:vclopingCustomer Relations and Rapport LEC 8-9 
1his course provides guidelines for business students, business lc.1dcrs, 
and 3nyonc dealing wlrh the public for enhancing their business nnd 
personal rclationships.1hiscourse offers building blocks fordevc:lopiug 
a rapporc with cusromcrs and clients, and resolving problems and 
con Aicu . Prerequisite:: None. --Not transferable 

BADM-098G .5 unit 
Business Ethics LEC 8-9 
-niis course provides guidelines for identifying, analyzing, and 
sysrcmatically solving cchical dilemmas in a business serring. Students 
will be inrroduccd co n vnricty of business scenarios for which they 
will learn how ro identify chc ethical issue rhcn syscemadcally analyze 
the dilemma In order co reach an crhical solution. Prerequisicc: None. 
--Not transferable 
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BADM-103 3 u nits 
I n t roduction to Busin ess LEC 48-54 
U.S. businesses operate in a consrantly changing global business 
environment. ll1is ii an introduction co th,u environment. Students 
completing the course should be capable of analyzing various forms of 
business ownership and sir.cs or organizations, understanding ethics 
and social rcsponsibiliry of businesses in a global market, analyzing 
the economic challenges facing businesses, undemanding global 
compecicive merhodologies, and undersrnnd domesticand international 
labor-management relations issues and the use of technology and 
information in business. Prerequisite: None. --Transfers to both UC/ 
CSU 

BADM-103H 3 units 
Honors Int roduction to Business LEC48-54 
U.S. businesses opemte in a constandy changing global business 
environment. This is an incroduccion co chat environment. Students 
completing the course should be capable of analyzing various forms 
of business ownership and sizes or organizarions, undersrandi ng 
ethics and social responsibility of businesses in a g lobal market, 
analy1.ing the economic challenges facing businesses, understanding 
global comperitive mcrhodologies. and understand domestic and 
international labor-management relations issues and the use: of 
rcchnology and information in business. Prerequisirc: Acceptance in 
the Honors .Enrichment Progrnm. --Transfers to both UC/CSU 

BADM-104 3 units 
Business Communications LEC 48-54 
A study of the principles, strategies, and techniques of written and 
oral business communicacion. Emphasis is on analyzing problems 
and implementing solutions involving appropriate merhods of 
business communicadon, i.e. letters, memos, proposals, reporrs, and 
resumes. Includes ornl comm1111ic:1cion techniques for meetings, 
conferences, and imervicws. Provides a review of grammar, spelling, 
and mechanics. ·cross-listed as ENGL-104. Prerequisite: None. 
Recommended Prep;iration: ENGL-098 and tr.ping speed of25 wpm 
or concurrentcnrollmc nc in OTEC-144 and 0 r.EC/ENGL-095--AA/ 
AS General Education: AA/AS 02 -Transfers to CSU only 

BADM-104H 3 units 
Honors Business Communications LEC 4 8-54 
Astudy oft he principles, scrarcgics and techniques ofwritten and ora l 
business communication. Emphasis Is on analr .ing problems :ind 
implcmcnring solutions involving appropriate m ethods of business 
communicaclon, i.e. letters, memos, proposals, reports and resumes. 
Includes oral communicarion techniques for meetings, conferences 
and lnccrvicws and provides a review of grammar, spel ling and 
mechanics. *Cross·lisred as ENGL-104 H. Prerequisite: Acceprnnce 
in the H onors Enrichment Program. Recommended Preparation: 
ENGL-098 and typi ng speed of 25 wpm or concurrenl enrollment in 
OTEC -144 and OT£C/ENGL·095 --AA/AS General Education: AA/AS 
02 --Tran5fers to CSU only 

BADM-120 3 units 
Sa.les and M arketing in Hospitality LEC 4 8-54 
ll1is course examines how cffccrive marketing plans are conceived, 
designed and implcmenced. The course emphasizes sales and 
marketing as it applies ro a variety of resort, restaurant, and rdated 
hospiralicy service industry products. ·1he focus includes related 
sales and promocionaJ srrarcgics, merchandising, public rela tions 
and advertising. ·cross-lisred as HORT 120. Prerequisite: None. 
--Transfers to CSU only 

BADM-121 2 units 
Sanitation and Safety in Resort Man agement LEC32-36 
This course is~ study of the principles of hygiene ;111d sanitation and 
rheir application co food service operarions. Emphasis isJIaced on 
the implemcnrarion of proper methods and procedures an the food 
handlers responsibility In maintaining high sanit~tion and safety 
standards. •Cross-listed as HORT 121. Prerequisite: None. ··Transfers 
to CSU only 

Course Descri tions 

BADM-122 3 units 
Resort Pood & Beverage O peration LEC 48 -54 
This course is rhc study of rhe rcchniques and methods of operating 
and conrrolling a food and beverage operation in a resort environment. 
Ir studies the management techniques necessary for the planning. 
monitoring and controlling of a food service operation and of the 
comrol systems available ro insure a profitable operation. "Cross-listed 
as HORT 122. Prerequisite: None. --Transfers to CSU only 

BADM-123 2 units 
Menu Planning in Resort Managem ent LEC 32-36 
This course studies the basic principles of menu making for a variety of 
types of food service operations within the golf indus try, considering 
the factors ofclienrcle, types of operations, economic requirements, 
nucrirional adequacy, skill of personnel, and equipment limitarions. 
'Cross-listed as HORT 123. Prerequisite: None. --Transfers to CSU 
only 

BADM-124 1 unit 
Introduction to Lodging Operations LEC 16-18 
This .. ourse provides srudenrs wirh an undemanding of the 
interdependent nature of the major opcracional departments 
within a hoed/resort operation: rooms division, food & beverage. 
sales & marketing, convention services, housekeeping & general 
administrative. Analyzes chc lnterrelnrionshlp between these 
departments & communication processes necessary to provide 
quality guesc services and cuscomet satisfaction. Prerequisite: None. 
··Transfers to CSU only 

BADM-147 3 units 
The Music & Audio Business LEC48-54 
This course acquainrs students wirh business pracrices in the music & 
audio indusrries. "lhc Loursc tovcrs areas such as wnrraccs. copyright. 
publishing, and industry trends. 'Cross· lisred as AUD-147 and MUS
147. Prerequisite: None. --Transfers to CSU only 

BADM-149 1-4 units 
Occupationa l Internship: Business Or 60-300 

(75-300 Paid /60 -240 U npaid) 
The purpose of this course is ro enable eligible students to include 
supervised on-the-job rraining as an inregral parr of rhe coral college 
educational progrnm. This is accompfished through a planned 
program of learning experiences, which combines academic and 
vocacionnl learning ~t school with new learning experiences on the 
job in an occup:1rional secring. Mny be mkcn 4 rimes for credit. 
Prerequisite: None. Other E nrollment C riteria: Each srudenr musr 
be enrolled for rhe full semester and complete 7 units (includir'g the 
occupational internship) or be enrolled in the Alternative Plan. A 
rraining agrcemenr must be complercd prior co tcgisrrarion. Please 
refer co rhe Oc"iparional Inrernship Srudenr Handbook for spet:ific 
information. --Transfers to CSU only 

B.ADM-150 3 units 
Small Business Entrepreneurship LEC 48-54 
The role ofmanagemenr in small business wirh emphasis on planning, 
financing, personnel, markcring, record keeping, some applicable 
laws, avaibble govet11111ent:1l assistance ~nd tech11iques for srarting 
and sraying in business. Prerequisite: None. --Transfers to CSU only 

BADM-157 3 units 
f>rinciplcs ofSa.lesma.oship LEC 4 8-54 
'!his course covers rhe fundamental priociples of selling including, 
prospecting techniques, denning the sales process, sales presentation 
mcd1ods, andciparing and overcoming objections. A study of the sales 
profession will invcsrigare common rraits, motivational techniques, 
current trends nnd the salesperson's role in company operations. 
C urrent sales trends and technology will also be researched and 
analyzed. Prerequisite: None. --Transfers to CSU only 
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BADM-170 3 units 
Introduction to International Business LEC 48-54 
This introductory course in international business covers the basics 
ofdoing business beyond the borders of t he United Scares. Ir covers 
the economic basics of rrade, regulatory issues, geograph ic/cultural 
problems and the nuances of revised business pracrices required for 
foreign t rade. Prerequisite: MGT-103 (with a grade of C or becrer). 
--Transfers to CSU only 

BADM-201 3 units 
Legal Environment ofBusiness LEC 48-54 
An introduction to the legal cnvironmcm of business. Subjects 
include legal syscems, sources of law, social and govcrnmcnral 
impacts on privace cnccrprisc, cchics and professional responsibility, 
alcemace dispmc rcsolurion , agency, warranties, imernarional law, 
and Conscirurional law. Srudcncs will do cases/regulation analyses 
on ADR. contracts including c·concracts, consumerism, cmploymenc 
rclarionships, business rorrs and criminal law issues and srudy business 
organization forms. The course is rcquircJ for Business Admini.~cration 
majors and certificates and Legal Assiscancs. Prcrequisire: None. 
··Transfers to both UC/CSU 

BADM-210 
Principles ofAdvertising 
1l1is ~nurse explores how advertising is integrated 

3 units 
LEC 48-54 

inro business 
operations. Srudencs will analyze rhe role of advertising professionals 
~nd how 3Jvertisi ng effect• business operations. Topics will include the 
historical rise of the advertising industry, communication methods, 
soda! responsibility, regulations, research, branding, media choices, 
advertising methods, and chc relationship with che lncernec, along 
with current and future trends. Prerequisite: MGT-205 (wich a grade 
ofC or better). --Transfers to CSU only 

BADM-215 3 units 
Business and Marketing Planning LEC 48-54 
·n1is inccrmcdiatc level course is designed for st.udenrs considering small 
business ownership or who wish co advance an existing small business. 
Students will investigate approaches and challenges associated with 
the analysis, planning, development, nnd implemcnrncion of rcnlisric 
business and marketing plans. Topics include identi fying a vision and 
organizarional structure, performing a sicualional analysis, evaluating 
financing alternatives, preparing and analyzing financial statements, 
developing marketing strategics, making m anagerial decisions, and 
creating a comprehensive business and marketing plan. Prerequisite: 
BADM-103 and MGT-205 (with a grade ofC or bcccer). --Transfers 
to CSU only 

BADM-299 1-3 units 
Specia l Projects: Busiucss IS l6-54 
Srudencs with previous course work in the program may do special 
projects that i1wolve rcse~rch and spcci;tl study. The ac tual nature of 
the project muse be determined in consulrntion w ith the supervising 
insrrucmr. May be taken 4 ti1nes for credit. Prerequisite: Previous 
Business classes; n conrracr muse be completed with rhc i nstruc1or 
prior ro enrollment. --Transfers lo CSU only 

CAPP-039 1 unit 
Software Applications Workshop LEC 16-18 
(formerly Software Applications Ccrrificarion Test Review) 
' the foc us uf chis course is on reviewing microcomputer application 
concepts and caking practice exams in prcpar:uion for professional 
ccnification in microcomputer applications. Course concem will vary, 
depending on the certification materials rhat arc being reviewed, for 
example: MOS (Microsoft Office Specialist) Expert Exam on Excel, 
MOS Expert Exam on Access, and ochers. This course is designed 
for scudcnrs who a lready have some experience in the exam conrem 
area, bur arc looking for a refresher course ro bcrter prepare for rhe 
certification exam. May be taken 4 rimes for credit. Prcrcquisirc: 
None. ··Not transferable 

CAPP-056 .5 unit 
Computer Applications Workshop LAB 24-27 
This course reviews and reinforces theory and applications taught in 
Microsoft Office courses for Word, Excel. PowerPoim, Access, and 
Ourlook. This course offers practice assignments and resting and is 
recommended for rhe scudenr desiring ro learn how ro fully utilize 
fu nctions and increase their productivity wid1 Microsoft Office 
applic;1tions. Offered ~s pass/no pass oii ly. May be rnkcn 4 times 
for credit. Prerequisite: None. Recom mended Prcpararion: Prior 
completion or concunenc enrollment in one of rhc courses covering 
a software 
transfe ra ble 

application within chc Microsoft Office suite. --Not 

CAPP-065 
PormarclngTerm Papers 

1 unit 
LEC 16-18 

111 iscourse will focus on how rouse rhe formarring fearures ofMicrosoft 
Word for sccring margins and cabs. line spacing, creating headers, 
fi.oocers, hnnging indencs, page numbers, widow/orphans, outlines, 
and references in MLA a11d APA styles. This class Is for students who 
will be rnking classes char require documcnccd term papers and rcporrs 
th:it may Include foomotcs, endnotes, works cited, bibliographics, o r 
ocher references. Prerequisire: None. Recommended Preparation: 
OTEC-144A or equlvalcnc experience. Keyboarding speed by couch 
ac 25 wpm desirable. --Not transferable 

CAPP-080 1 unit 
Introduction to Technology LEC 16-18 
lnis course is designed for chc student seeking introduc1ory-lcvel 
hands-on experience with computing ccchnologics and services at 
MSJC . Srudenrs will have the opporcuniry co work with softwa re 
applications as well as web browsers. May be rakcn 2 rimes for credit. 
Prerequisite: None. --Not transferable 

CAPP-081 1 unit 
Introduction to theVista OperatingSystem LEC l6-18 
"lhls course ls J cslgncd for the scuJcnt seeking imroJuccory-lcvcl 
hands-on experience with rhc Vista operating system. Srudencs w ill 
have rhe opportunity co complete hands-on exercises utilizing features 
of the operating software. Prcrcqu isicc: None. ·-Not transferable 

CAPP-082 1 unit 
Introduction to Pile Management L.EC 16-18 
' Ibis ;;ourse is designed for the srudem seeking lntrod uc rory-ievcl 
hands-on experience creating, managing and organizing electronic 
fi les. Working In a hands-on environment students will learn basic file 
management ski lls required to be an eflicienc employee and student. 
Emphasis will be given co developing an organizalional file plan. 
Prcrequisicc: None. --Not transferable 

CAPP-120 3 units 
Using Microsoft Office · Levcl 1 LEC 48-54 
(formerly CAPP-l :ZOD Using Microsoft Office 2007 Levd 1) 
This course Is for the st udent who wants 10 learn the concepts of 
Microsoft Office computer applicacions. S1udcncs will begi n to learn 
rhc fu ncrions and capabilities ofMicrosoft Access, Excel, PowerPoim, 
and Word, with emphasis on the integration of Microsoft Office 
software co so lve business problems. This course will begin preparing 
srudenrs for Microsoft Office User Specialist (MOUS/MOS) C ore· 
level Exams in rhe four above applicarions. Pre re9uisire: None. 
··Transfers to CSU only 

CAPP-120M 3 units 
UsingOpenOffice - Levi;I l LEC48-54 
(formerly Using OpenOffice v2-Levcl 1) 
111 is course is designed co imrodt1ce st udcnts co the OpenOffice 
npplicacions suicc. Studcnrs will learn how to work with the word 
processing, spreadsheet, presentation, and diagramming components 
of rhc Open Office suite. Prcrct1uisicc: None ·-Transfers lo CSU only 
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CAPP-121 3 units 
Using Microsoft Word · Level l LEC 48-54 
(formerly CAPP-121 D Using MicrosoftWord 2007 Level 1) 
'This is a basic course in Microsofc Word. Srudems learn fundamemal 
word processing skills necessary for career and academic functions 
including skills necessary to formar memos, lcners, rabies, and 
newsl)aper columns. They will :1lso use slylcs, graphics. charts. 
tempi ates, and wizards. This course presents all the copies included in 
the Core MOS exam. Prerequisite: None. Recommended Preparation: 
OTEC-144 or keyboarding speed of30 wpm. --Transfers to CSU only 

CAPP-122 3 units 
Using Microsoft Excel LEC 48-54 
formerly CA.PP-1220 Using Microsoft Excel 2007 Level I) 
Srudencs will lenrn rhe funcrions nnd cnpabiliries of Excel wirh 
emphasis on using Excel m ,olvc busi ness problems. ' I his course will 
prepare srudenrs for the Microsofc Office User Special ist (MOUS/ 
MOS) Experr-Lcvel Exam in Excel. Prerequisite: None --Transfers to 
CSU only 

CAPP-123 3 units 
Using Microsoft Access - Level 1 LEC 48-54 
(formerly CAI'P-1230-Using Microsoft Access 2007 - Level 1) 
Students will learn rhe funcrions and capabilities ot Microsoft Access 
wirh nn emphasis on the inregrarion of Mi1.rosoft O ffa:e A1.<.css ro 
solve course business problems. ' lhc coLmc will begi n co prepare the 
srudem to take rhe Microsoft Office Specialist (MOS) Experr-levcl 
exo m. Prerequisite: None. --Transfers to CSU only 

CAPP-124 3 units 
Using Microsoft PowerPoint LEC 48-54 
(formerly CAPP-1240 Using Microsof1 PowerPoinr 2007 
-Level I) 
This course introduces students ro presemarion sofrwarc concepts 
nnd npplicarions. Students will use Microsoft PowerPoint co create 
:ind present information for a variety of contexts. "ll1is course is 
dcsigl1cd for the studeni who is pursuing the MOUS cerrificalion as 
well as students who arc imerestcd in improving dicir imerpersonal 
communication skills. Prerequisite: None ··Transfers to CSU only 

CAPP-125C 3 units 
Ex.cd for Business and Accounting LEC 48-54 
Excel skills for business and accounting users. Course will focus on 
case studies and selecti ng and applying fcacures and techniques for 
using Excel to improve business productivity n11d solve common 
accounring problems. Srudenrs will work with spreadsheet features 
including formarring, formulas, functions, charrs and cools. Designed 
for students who have complcred ACCT-124 or ACCT-1 24 A, B & 
C or have equivalent experience in accouncing. Prerequisice: None. 
Recommended Prepararion: ACCT-124 or ACCT- l24A, ACCT· 
124 R, & ACCT-I 24C or equivnl.ent accounting experience. --Transfers 
to CSU only 

CAPP-125Cl 1 unit 
Excd 1 - Basics for Business and Accounting LEC 16-18 
An incroducrion ro Microsoft Excel. Course will focus on rbe basic 
features ofExcel, as well as useful techniques for using the software for 
business applicmions. St udenrs will work with spreadshecr formaning, 
formulas, functions, nnd charts. Designed for students wirh little or 
no experience in Excel. ·niis is the lirsr of three 1-unir courses for 
which completion of all three pans is equivalent ro the 3-unit course, 
CAPP-125C. Prerequisite: None. --Transfers to CSU only 

CAPP~125C2 1 unit 
Excel 2 · For Business Users LEC 16-18 
Excel skills for business users. Course will focus on case studies, 
selecting ond applying features and techniques that will improve 
business productivity. Students will work wirh advanced spreadsheet 
fcamres including formatting, form ulas, functions, and cham. 
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Designed for students who have completed CAPP- t25CJ or have 
equivalenr experience. . This is rhe second of rhree I-unit courses for 
which complerion ofail rhree parts is equivalent co che 3-unir course, 
CAPP- l25C. Prerequisite: None. Recommended Prcpararion: CAPP
125CI or equivalent experience:. --Transfers to CSU only 

CAPP-125C3 1 unit 
Ex.cd 3 - .flor Accounting Users LEC 16-18 
Excel skills for accounting users. Course will focus on case srudies, 
selecting and applying features and techniques for solving common 
accounting problems. Studcms will work with advanced spreadsheet 
features including formatting, formu las, functions, charrs and rools. 
Designed for students who have completed ACCT-124. CAPP-l25Cl. 
and CAPP-125C2 or have equivalenc experience in borh accounting 
Jnd Excel. This is the third of three I-unit courses for which 
completion ofall three pans is equivalent to the 3-unit course, CAPP
I 25C. Prerequisire: None. Recommended Preparacion: ACCT-124 
or ACCi -124 A, B, & C or equivalent accounring experience, CAPP
I 25CI and CAPP- l25C2, or cquivalenr Excel experience. ··Transfers 
to CSU only 

CAPP-126E 3 units 
Using lnDcsign Cs2-Level l LEC 48-54 
This course inrroduccs rhc srndenr co the prindples, concepts, and 
te~hniques of desktop publishing with Adobe InDesign. ·me focu$ 
in this course will be on composition and layout of mulriple page 
<luc11menrs that include impuned text, graphics, and nrrwork. ' lhis 
course is designed for rhe srudenc who wancs to integrate desktop 
publishing applications with other business computing applications. 
Prerequisite: None. Recommended Preparndon: Previous computer 
science course work and/or equivalent experience. -·Transfers to CSU 
only 

CAPP-126F 
Using Microsoft Publi$her 
(formerly Using Mi.crosoft Publisher 2007) 

3 units 
LEC48-54 

"This course introduces rhc slUdem to the principles, concepts, nnd 
techniques ofdesktop publishing with Microsoft Publisher. The focus 
of this course is on the use ofdesktop publishing for personal use, bur 
business applicarions will also be covered. 111is 1.'0urse is designed for 
the student who wanrs to learn desktop publishing to improve rheir 
personal productivity. Pn:requisire: None ··Transfers to CSU only 

CAPP-126G 3 units 
Using Ad. LEC48-54obe lnDcsign 
(formerly Using Adobe lnDcsigo CS3) 
1lils course introduce~ the student to the principles. conceprs, rnd 
techniques of desktop publishing with Adobe lnDesign. The focus 
in this course will be on composition and layout of multiple page 
documems char include imported rexr, graphics, and artwork. This 
course is designed for the srudenc who wants ro inrcgratc desktop 
publishing applications with other business computing applications. 
Prerequisite: None. --Transfers to CSU only 

CAPP-131 1 unit 
Using Microsoft Oudook LEC 16-18 
formerly CAPP-131 D Using Microsoft Outlook 2007) 
SlUdcnts will learn how to use specific functions and features of MS 
Outlook, Including how ro send and manage email messages, crcnlC 
and mnnnge co-do lisrs and projects, create and maimnin concact 
and mailing lisrs, and use rhe features of the calendar ro schedule 
appoimments, tasks and evenrs. 1nis course will prepare students co 
take the MS Office Specialist (MOS) Experr-levcl clCam in Oudook. 
Prerequisite: None ··Transfers to CSU only 

CAPP-131Al 1 unit 
Using Eudora 5.2 LEC 16-18 
This course teaches srndenrs how co insrall, ~onfigurc, and use the 
Eudora e-mail application. Prerequisite: None. ··Transfers to CSU 
only 
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CAPP-132 1 unit 
UsingAcrobat - Level 1 LEC 16-18 
.In this beginning course, studcnrs will learn rhe role of clccrronic 
documcnradon in the professional and personal seccor. Scudenrs will 
use Adobe Acrobat Reader ro view ~nd n;ivigate through PDF files. 
Acrobat Professional will be used to: view, navigate, create, manage, 
and share electronic documems. The course will emphasize current 
uses of electronic documents in professional and personal senings. 
Prerequisite: None. --Transfers to CSU only 

CAPP-135 3 units 
Using Microsoft Project LEC48-54 

(formerly CAPP-1350 Using Microsoft Project 2007) 
This cou rse introduces students to the essential tools and techniques 
used in modern project managcmcnr, especially as rhey apply co 
Informarion Technology projects. Within the framework of the 
project m~nagcmenr life cycle, the following activiries will be 
examined: Integration a11d scope ma!l:lgcmcnt, time, cost, and quality 
management, and communications and risk managemcnr. This course 
ls designed for the studem who needs a working knowledge ofproject 
managemcnr roots and techn iques. Prerequisite: None ··Transfers to 
CSU only 

CAPP-140 3 units 
Using Mlc:tosoft Office - Lc:vd 2 LEC 48 -54 
(formerly CAPP-1400 Using Mlcrosoft Office 2007 - Level 2) 
This course is designed co acquainr the students with the proper 
procedures to create: more advanced documents, workbooks, databases 
and presentations suirnble for course work, professional purposes, and 
for personal use. Prerequisite: CA PP-120 (with a grade ofC or berrcr). 
--Transfers to CSU only 

CAPP-140M 3 units 
Using OpenOffice - Lcvd 2 
(formerly Using O penOffice v2-Levd 2) LEC 48-54 
lhis course is designed co acquaint scudcms the proper procedures 
for creating more ndvanced documents, workbooks, dnrnbases and 
prcscmations using rhe O penOffice suite. Prerequisite: CAPP- 120M. 
··Transfers to CSU only 

CAPP-141 3 units 
Using Microsoft Word - Lcvd 2 LEC 4 8-54 

formerlyCAPP-14JD Using Microsoft Word 2007 - Lc:vel 2) 
111is is .an :tdvanccd course in M icrosof't Word focused 011 formaning 
and mAMging large documents. Topics include: page formatting, 
foornores, macros, merging, document assembly, sorting, wblcs, 
graphics and collaboration. 'Inis course presents copies included in rhe 
Expert MOS exam. Prerequisite: CAPP- 121 (wich a grade of C or 
bencr). ··Transfers to CSU only 

CAPP-143 3 units 
Using Microsoft Access - Level 2 LEC 4 8-54 
(formerly CAPP-1430 Using MicrosoftAcee.,$ 2007 · Level 2) 
111is course continues rhc scu<lenr's inquiry inro database applications 
by presenring aclvancccl fenrnrcs of rhc MS A~..:css applkarion. The 
focus in this course will be on multiple-table relations, and students will 
design and build complex forms, reports and queries with an emphasis 
on Visual Basic for Applications (VBA). ·n1is course is designed for lhc 
studcnr who wanrs ro learn how ro develop effective database solucions 
for single-user and workgroup applications. Prerequisite: CA PP- 123 
(with a grade ofC or better). --Transfer& to CSU only 

CAPP-152 1 unit 
UsingAcrobat - Lc:vel 2 L£C 16-18 
Thi. course b designed for the professional seeking w enhance 
electronic documcncs. In this advanced course, srudenrs will learn how 
ro use Acrobat ro create and maMge business documents. Students 

will create fill-in forms, use advanced editing root, document review 
cools, d iscuss security issues, and produce quality omput. Prerequisite: 
CA PP- 132 (with a grade ofC or better). -·Transfers to CSU only 

CAPP-160 3 units 
Using Microsoft Office - Level 3 L£C 4 8-54 

(formerly CAPP-1600 Using Microsoft Office-Level 3) 

111is course introduces scudcncs co rhe Visual Basic for Applications 
programming environment and how chis programming facility can 
be used to nuromate many desktop application functions. Emphasis in 
che course will be on using the object models in rhe Microsoft Word. 
Prerequisite: CAPP-140 (wich a grade of C or bener). ··Transfers to 
CSU only 

FIN-200 3 units 
Financial Mauagement LEC4 8-54 

This cou rse is designed for business and accounting majors. Emphasis 
is placed un the li11a11cial aspects ofcurpurate finance and managerial 
decisions oind its application to rhe ueas offinancial scatemenr analysis. 
financial markets and institutions, time value of money, risks and races 
of rccurns, stocks and bonds valuations, cost of capital budgeting, 
working capital management, capital structure nnd levcrngc, dividend 
policy, financial planning and forecasting, derivatives :and risk 
rnanagemenr, and multinational finance. Prerequisite: ACCT-125 
(with a grade ofC or better). -·Transfers to CSU only 

OTEC-050 1 unit 
Keyboarding &Application Software L;ib LAB 4 8-54 
This cou rse reviews and reinforces the theory :ind applications rnughr 
in Keyboarding and M icrosoft application courses. This course offers 
assignment assistance with currenr course work. Offered as pass/no 
pass only. May be raken 4 times for creclir. Prerequisite: None. ·-Not 
transferable 

OTEC-095 3 units 
Business EngUsh LEC 48-54 
Students will learn the principles of editing wrirren communication 
appl icable ro business. 'Jhc course emphasis is on fundamenta ls 
of gram mar, number usage, punctuation, spelling, and modern 
bu~in<:ss vuc:1b11bry. "I he cu11rsc pruvidcs a thorough rrcat rncm of 
current cnglish usage needed in the business office cnvirunrncnr. 
"lhc basic principles of business writing arc introduced. ' I his cou rse is 
rccommcnclcd for all Business majors and vocational busincsssrudcnts. 
It is parricularly recommended as a precursor co oras a class robe caken 
concurrently with BADM/ENGL-104, Business Comm~micacion and 
Technical Writing. •Cross-listed as ENGL-095. Prerequisite: None. 
- Not transferable 

OTEC-131 1 unit 
FilingTechniques LEC 16-18 
Using a hrnds·on approach, srudcnrs will learn liling rules :ind 
techniques established by the Association of Records Managers and 
Adrninisrrarors (ARMA) co create and maimain files. This course 
focuses on alphabecic, geographic, subject, and numeric filing. 
Srudenrs will also review rhe basics nf records managemcnr and rhc 
role of filing in the office. Prerequisite: None. --Transfers to CSU only 

OTEC-144 3 units 
Keyboardingand Documem Forma1ting LEC 48-54 

Smdcnrs learn rhe basic rechniqucs of rhe couch sysrem in rhe masrery 
of the keyboard a11d develop speed and accuracy in keyboarding dnta. 
1hey also develop chc bask formaccing skills necessary ro produce 
letters, memorandums, reports, and cables. Prerequisirc: Nonc.-
Transfers to CSU only 
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OTEC-144A l nnit 
Keyboarding and Document Formatting, Part l LEC 16-18 
Th is bq;inning course provides .1rudcncs wich rhc >kills necessary 
co enrer compurer data by couch on the alphanumeric keyboard. 
Srudenrs learn che basic cechniques ofche couch syscem in chc mnsrery 
ofrhc keyboard. Srudenrs also will learn introductory information in 
word processing. The successful compierion ofall rlircc l·unit courses 
(OTEC-144A, 1448, and 144C) in sequence is equivalent co the 
3-unit course: OTEC-144 - Keyboard Ing and Document Formacti ng 
which is a required course in the Microsoft Application Certificate and 
chc Employmcm Conccmracion Certificate in Office Technologies. 
PrercqLaisice: None. ··Transfers to CSU only 

OTEC-144B l unit 
KeybQarding and D<><:umcnt FQrmatting, Part 2 LEC 16-18 
Srudems review che basic cechniques of the couch system in 
rhe masrery of rhe keyboard ro develop speed and accuracy in 
keyboarding Jara. "lhey also develop rhe basic formarting skil ls in 
word processing necessary ro produce memorandums and leucrs. The 
successful completion ofnil three l· unic courses (0TEC-144A, 1448, 
and 144C) in sequence is equivalent to the 3-unit course: OTEC· 
144 • Keyboarding and Document Formatting which is a required 
cou rse in rhe Microsoft Applicadon Cerrificare and chc Employment 
Concentration Certificate in Office Technologies. Prerequisite: No11e. 
Recommended Prepnrntion: OTEC-144A or hnve prior knowledge of 
keyboarding by touch and basic word processing skills. --Transfers to 
CSU only 

OTEC-144C l unit 
Keyboarding and Document Pormatting, Part3 LEC 16-18 
Studenrs continue ro improve rhc basic techniques of rhe couch 
system in che mastery of rhe keyboard and develop speed wirh 
:m;uracy in keybomling dara. ·1hey also review rhe hnsic formnrring 
skills necessary to produce: memorandums and lctrcrs. Srudcnts 
then develop skills necessary ro produce repom, and tables. 111e 
successful completion ofall three I-unit courses (OTEC-i44A, 144B, 
and 144C) in sequence is equivalenr ro the 3· unit course: OTEC· 
144 - Keybo3rdlng and Document Formnning which is a required 
course i11 the Microsoft Application Cerrlficate and rhe Employment 
Concentration Ccnificatc in Office Tcchnolngics. Prerequisite: None. 
Recommended Prepar~1tion: OTEC-I44A nnd OTEC-144B or have 
prior knowledge of keyboarding by much nnd bnsic word processing 
skills necessary co create memos and letters. --Transfers to CSU only 

OTEC-146 2 units 
KeyboardingSpeed and Accuracy LEC 16-18/LAB 48-54 
1his course focuses 011 diagnosis ofproblem keys, key sequences, Jnd 
drilling rechniqucs ro improve srudenr speed and accuracy. Emphasis 
is on building speed nnd reducing errors through drilling exercises. 
May be rakcn 2 times for credit. Prerequisire: OTEC-144 (wirh a 
grndc oFC or better) or ability io key 30 wpm. ··Not transferable 

OTEC-150 2 units 
Records and Informuion Management LEC 32-36 
·1his course inrroduccs srudenrs ro rhe field of Records Management, 
specifically physic:il records. Srudenrs will explore rhc purpose 
of records management, identify rhe role of rhe records manager, 
research related methodology and rechnology, and explore rhe role 
and mainrcnance of a records center. 
to CSU only 

Prercquisirc: None ··Transfers 

OTEC~l53 
ElectrQnk Records Management 

2 units 
LEC 32-36 

1llis course examines the field of Eleccmnic Records Management. 
Srudcnrs will explore the purpose of eleccronic records nrnnngemenr, 
identify the need, and research relevant rcchnology. Srudents will also 
be introduced to dnubnse management sofrwnrc used in rhe records 
management field . Prerequ i~ite: OTF,C-150 (with a grade of C or 
better). -·Transfers to CSU only 

OTEC-160 3 units 
Creating and Managing the Virtual Office LEC 48-54 
This course introduces the concept of working virrunlly, examines 
currcnr trends in the vicrual arena, and idenrifies companies promoting 
rhe virrual professional. Srudcnrs explore ropics relarnd ro creating, 
rn~nagll1g and worki11g lt1 a virtual office and lrwestigare equipmenr 
requirements, as well as the managerial and personal skills needed to 
be a successful virrual professional. Prerequisires: None. ·-Transfers 
to CSU only 

OTEC-163 3 units 
Operatingand Marketing the VirruaJ Office LEC 48-54 
1his is an advanced level virtual office course. Srndcncs will 
design a business :111d marketing pl.u1, discuss financial, legal.. and 
ethical business pracric:cs, and invcstigarc virtual nerworking and 
inrcrviewing. Much of rhc work done in rhis class will be completed 
using virrual tools. Prerequisite: OTEC-160 (wirh a grade of C or 
berter). --Transfers to CSU only 

OTEC-178 3 units 
Office Procedures and Systems LEC 48-54 
·This course develops adminisrrarion professionals in effective office 
processes including customer service, rime, organizational, follow-up, 
and work life balanceskills necessary for employment ns n receptionisr, 
o.lerk, administrative assistant, office manager, and executive assisranr. 
Srudenrs en hance file managcmcnc, business correspondence, and 
prcsencndon skills through the use ofcurrem rcchnologies. Sofr skills 
will be incorporated In rhe curriculum as well as resume and interview 
rcchniques development. Prcrcquisirc: None. --Transfers to CSU only 

OTEC-180 3 units 
Research Analysis and Presentation LEC 48-54 
This cou rse develops cfFccrivc srrarcgics and organizational skills in 
collecting and an:tiysis of i11forn1ntion to be urilized in written and 
oral reporrs. Emphasis is on analyzing rhe research for proficient 
business practices, cosr efficienr business expenses, and well-organized 
communicarion of findi ngs. Srudems will enhance rhcir business 
writingskills and oral presencation skills. Studenrs will gain experience 
in working individually, face·ro-foce groups. nnd virru:il groups. 
Prerequisirc:: None. --Not transferable 

SEMA-100 3 units 
Our Sustainable Future LEC48-54 
'!his course incroduces rhc principles of Susrninabilicy wichin 
global and domcsric business cnvironmcnrs. "lhis cuursc will 
Increase srudent nwnreness of the ecosyste111, human society, and 
the economy. Discussions will include innovative uses of renewable 
resources, production processes, human capical, alccmacive forms of 
energy, rransporcntion, building materials, food production, media, 
cclucnrion, urbnn plnnning, new ways to build coalitions and fosrcr 
community trust. Prerequisite: None. --AA/AS General Education: AA/ 
AS 92 --Transfers lo CSU only 

SEMA-101 3 units 
Fundamentals QfEnergy Assessmcn1 [n B11slncss LEC 48-54 
This course inrroducc:s students to the systematic 1rndy of energy 
consuming processes, rhc Aow of energy, and efficic:nr energy 
milizarion. "!he course will focus on business energy assessmenr 
surveys and will include analysis of the dilTerenr opportunities and 
impacts ofenergy sysrcms rhar exisc. The range ofcurrent and future 
energy choices wi ll be examined, and rhe role of renewable energy in 
developing cohesive business policies and processes will be explored. 
Prerequisite: SEMA-100 (with a grade ofC or bc:trcr). --AA/AS General 
Education: AA/AS A --Trensfers to CSU only 

Mt. San Jacinto ColJege 2010-2011 Carnlog 207 



Course Descriptions 

SEMA-110 3 units 
Managing Sustainable Business Practices LEC 48-54 
This course introduces rhc concepts of narural resources managcmcnc 
wlrh an emphasis on sustainable energy resources and business 
practices. Topics will include basic narural resources management 
practices; pasr, prescnr, and Furure usage and dcmnnd of energy 
resources; the role ofsustainable energy resources in currenc and fucure 
energy policies wirhin rhe business cnvironmenr; and rhe management 
ofsustai nablccncrgy resources. Prerequisite: S.EMA-100 (wirh a grade 
ofC or better). ··Transfers to CSU only 

Chemistry 
CHEM-100 4 units 
Introduction tC) Chemistry LEC 48-54/LAB 48-54 
'This is an introduccory course in the hnsic conccp\s of chemiscry. 
Topics covered arc: metric system and numbers, chemical view 
of matter, periodic table and clements, atomic rhcory, chemical 
bonds, scoichiomcrry and chcmicnl equations, solutions nnd organic 
chemistry. Prerequisite: MAT H-090 (with a grade of C or better) 
or cquivalcnc or rwo years of high school algebra. ··AA/AS General 
Education: AA/AS A --Transfers to both UC/CSU --IGETC Area(s): SA,-· 
CSU Area(s): B1 , 83 

CHEM-101 5 units 
General Chcminry I LEC 48-54/LAB 96-108 
A basic course in the principle of chemistry wirh special emphasis 
on aromic strucrurc, sroichiomctry. chemistry of aqueous solurions, 
balancing molecular nnd oxidation reducrion reactions, energy 
rdarionships in chemical sysrems, properties of gases, periodic 
relationships among rhc dcmcms, chemical bonding, rhc geometry of 
molecules, hybridi7.arion nnd molcculnr orblrnl theory. A c;onsidernblc 
amounr of our-of-class study is required. Prerequisite: Two years of 
high school Algebra or Marh 096 or cquivalcnc (with a grade of C or 
herter). ··AA/AS General Education: AA/AS A --Transfers to both UC/CSU 
--IGETC Area(&): SA,--CSUArea(s): B1 . 83 

CHEM-102 5 units 
General Chemistry ll LEC 48-54/LAB 96-108 
1l)iS class is a continuation of C hemimy 101. Special emphasis is 
given ro chemical kinetics and equilibrium, thermodynamics, acid
base equilibria, elecrrochemisrry, common reactions of merals and 
non-mernls wirh an introduction to qualirative analysis. Prerequisite: 
C HEM-IOI (with a grade of C or better). --AA/AS General Education: 
AA/AS A··Transfers to both UC/CSU ··IGETC Area(s): 5A,··CSU Area(s): 
B1, B3 

CHEM-107 5 units 
Chemistry ofLife LEC 64-72/LA.B 48-54 
This course introduces basic concepts ofgeneral (srrucrurc ofatoms, 
molecules, sr:ircs, energy, solutions, ~cid/bnses, cqunrions) organ ic 
(strucrure and properries of major classes of organic molecules) and 
biological chemistry (carbohydrates, prorcins, lipids, nucleic acids, 
metabolism) ofa living cell. Prerequisite: MATH-090 or higher (with 
a grade ofC or berrcr). ··AA/AS General Education: AA/AS A··Transfers 
to both UC/CSU ··IGETC Area(s): 5A.··CSU Area(s): B1. 03 

CHEM-112 5 units 
Organic Chemistry I LEC 48-54/LA.B 96-108 
' l11is inccrmcdiare level course is the firsr of a rwo·semesrer sequence 
In organic chemistry. 1l1c ropics covered include molecular properties, 
srrucrnrc and bonding, stereochemisrry, reactions and synrhesis of 
alknne, nlkcnes, alkynes and alkyl halides, NM R and IR spc:crroscopy, 
and the chemistry of benzene and aromaric compounds. Prerequisite: 
CH EM·102 (with a grnde ofC or better). ··AA/AS General Education: 
AA/AS A--Transfers to both UC/CSU --IGETC Area(s): SA,--CSU Area(s): 
81, 83 

CHEM-113 5 units 
O rganic Chemistry II LEC 48-54/LAB 96-108 
Thi.• is rhe >cconc.l of a. rwo-,,emcster .1e<1ucncc in urgrn ic chem i.cry. 
1nc copies covered include a sysrcmatic srudy of rhc nomenclarure, 
properties, prep;1rarion, reactions and uses in synthesis of alcohols, 
ethers, aldchydcs, ketoncs, carboxylic acids, acid derivatives and 
amides, and a study of biological molecules. Prerequisite: C HEM
! 12 (wich a grade ofC or better). ··AA/AS General Education: AA/AS A 
··Transfers to both UC/CSU ··IGETC Area(s): SA,··CSU Area(s): 81 , B3 

CHEM~299 1-3 units 
Special Projects: Chemistry IS 16-54 
Srudenrs with previous course work in the program may do special 
pl'ojccrs that involve resea rch and special study. The actual nature of 
rhe project musr be derermined in consulrarion with rhe supervising 
insrrucror. May be rnken 3 rimes for credir. Prerequisite: Previous 
C hemistry classes; a cormacr must be complered wirh rhe insrruccor 
prior to enrollment. ··Transfers to CSUonly 

Child Development & 
Education 
CDE-080A-G, I-Z 
Topics in Early Childhood: 
Learning Environments and Activities 

.5 unit 
LEC8-9 

1lii$ course is presented In a full d:1y workshop forn•<•t. Workshops 
focus on learning environments nnd ncriviries nnd respond co 
currenr rrnining needs and inrercsrs nfearly childhood cducarors nnd 
community employers. Offered as pass/no pass only. May be taken 4 
rimes for credit. Prercquisirc: None. --Not transferable 

.5 unit 
Topics in Early Childhood: LECS-9 
Program And Curricular Options 
' lhis course is presenced in a full day workshop fo rmar. Workshops 
focus on lea rning environmenrs and aeriviries and respond to 
currenr training needs and inrercscs of early childhood educacors a11d 
community employers. Offered as pass/no pass only. May be taken 4 
ri mes for crcdir. Prerequisite: None. --Not transferable 

CDE-082A-G, I-Z 5 unit 
Topics in Early Childhood: LEC8-9 
PrC)gram Ma,nagemcnt 
This course is presented in a full day workshop formar. Workshops 
focus on learning cnvironmenrs and activities and respond co 
current rraining needs and inrcresrs of' early childhood educators and 
com munity employers. Offered a~ pass/no pass only. May be raken 4 
rimes for credit, Prerequisite: None. --Not transferable 

CDE-083A-G, 1-Z .5 unit 
Topics in Early Childhood: LEC8·9 
Personal And PrC)fessionaJ Developmen t 
This course is prescnced in a full day workshop formac. Workshops 
focus on personal and professional dcvdopmem, responding to 
currenr training needs and inccresrs ofearly childhood cducarors and 
community employers. O ITcrcd as pass/no pass only. May be rakcn 4 
rimes for crcdir. Prerequisire: None. ·· Not transferable 

CDE-084A-G, 1-Z .5 unit 
Topics in Early Childhood: LEC8-9 
G uidance, Observation, and/or A$sessment 
' I his cou r~c is prcscnccu in a full Jay workshop format. Workshops 
focus on Guidance, Observation, and/or Asscssmcnc respond co 
current rraining needs and interests ofearly childhood educarors and 
community employers. Offered as pass/no p•1ss only. M;1y be rnkcn 4 
rimes for crcdir. Prerequisite: None. ··Not transferable 
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Instructional Pro rams 

English 

Degree(s) 	 San Jacinto Campus Menifee Valley Campus 
A.A. in English M•N<I orn•• MrN<.1 orrc: (951) 487-MSJC (6752) (951) 672-MSJC (6752)
(with Transfer Emphasis wing Gmmzl Education l-800-624-5561 	 1-800-452-3335 
Rcquiremmts Option Bor C) 

Dana Reece Baylard (951) 487-3640 Yvonne Atkinson (951) 639-5723 
Ccrtiflcacc(s) dbaylard@msjc.edu yatkinson@msjc.ed11 
None Cathy Broscrand (95 I) 487-3641 Lawrence Barkley (951) 639-5640 

cbrostrand@msjc.edu 	 Lbarkley@msjc.edu
Employment Concenrrarion Ccrrificace(s) 

Will Farrell (951) 487-3644 Ted Blake (951) 639-5487 None 
wfarrelt@msjc. ed11 	 tblake@msjc. ed11 

Andrea Hammock (951) 487·3649 Bea Ganim (951) 639-5641 
ahammock@msjc.ed11 	 bganim@msjc.ed11 

Paul Hendry (951) 487-3649 Dan Peace (951) 487-3648 
phendry@msjc.ed11 	 dpeace@msjc.edu 

Dan Peace (951) 487-3648 Rickianne Rycraft (951) 639-5642 
dpeace@msjc.ed11 	 rrycraft@msjc. ed11 

Alma Ramirez (951) 487-3645 Lorecca Ross (951) 639-5643 
alramirez@msjc.edu 	 lross@msjc.edu 

Richard Sisk (951) 487-3646 Chrisrine Sandoval (951) 639-5644 
rsisk@msjc.edu csrmdoval@msjc.edtt 

Anne Walker Pauole (951) 487-3647 Michelle Sccwarr (951) 639-5645 
nwnlker@msjc. ed11 	 mste111art@msjc.ed11 

PROGRAM DESCRIPTION 	 TRANSFER PREPARATION 

The scope ofche literature program includes MSJC offers a range ofcourse work co prepare students 

Imroducrion to Literature, American Literature, English co transfer co four-year colleges and universities. All four

Lireracure, Survey ofDrama, Analysis of Fiction, Survey of 	 year institutions prescribe their own standards for course 
evaluarion and admissions. Prospecrivc transfer students Shakespeare, World Folklore, Creative Wriring, Adolesccnr 
are advised co review che MSJC catalog with a counselor coLirerarure, Children's Liceracurc, American Indian Literature, 
determine which MSJC courses are transferable.Women and Literature, African American Literature, Latin 

American Literacure in Translation, Mulciechnic Literature, 
DEGREE

Film and Li teracure and World Literature. English is an 

academic discipline focusing on the devclopmenr oflanguage: An Associate ofArt (AA) degree in English prepares 
skills through composition, critica l chinking, and the study scudencs for cransfer co four-year colleges offering a 

of literacure. La.nguage ski lls provide an essential foundation Bachelor ofArr (BA) in English or related fields. The 

for academic and career success. The study of literature major requirements for an AA in English may be mer by 

enhances a wide variety ofincelleccual skills whi le exposing complering the pattern described plus all MSJC General 

Education Option B (CSU-GE breadth) and/or Option C scudcncs co a major source ofcultural enrichment. 
(TGETC) requirements. 

DISTINCTIVE FEATURES 	 Degree in English (25 units) 

Required Core Courses (7 units) A modern, inrensive approach to basic ski lls maximizes 

scudenc language ability; these skills often spell che difference 
ENGL-103 
or 

Critical 'Jhinking •md Writing 4 units 

bccween success and failure in college. Literature offerings ENGL- 1031 1 Honors Crirical 1ninking .ind Writing 4 units 

feature medium-size classes wich opporcunicy for discussion. + 

ENGL-106 lnrroducrion to Litcrnturc 3 unirs 
Reviews offi lm, videocape, and recordings are often or 
included, as is small group inscrucrion. ENGL-l06H Honurs lntrodu~tion tu Liter~ture 3 unirs 
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Note: Eve1y effort has been made to keep program 11ifor111a1io11 current. 

Please use this iliforma//011 as a guide and co11s11/r with rlre chair ofrhe dep<Hlmentlpmgram or a11 MS.JC co1111salor. 

mailto:mste111art@msjc.ed11
mailto:rsisk@msjc.edu
mailto:lross@msjc.edu
mailto:alramirez@msjc.edu
mailto:dpeace@msjc.ed11
mailto:dpeace@msjc.edu
mailto:phendry@msjc.ed11
mailto:ahammock@msjc.ed11
mailto:Lbarkley@msjc.edu
mailto:cbrostrand@msjc.edu
mailto:yatkinson@msjc.ed11
mailto:dbaylard@msjc.edu


Instructional Programs 

Required Sequence Courses (12 units) 
ENGL-207 Arnericw Literature: Prc:-Colonial to 1865 3 units 
or 
ENGL-207H Honors American Literature: Pre-Colonial 

to 1865 3 units 
+ 
ENGL-208 American Literature: 1865 ro Present 3 units 
or 
ENGL-2081 1 Honors American Literature: 1865 to Present 3 units 
+ 
ENCL-230 English LiLc:rature: Anglo-Saxon to 1775 3 units 
or 
ENGL·230H Honors English Litcrnrurc;: Anglo-Saxon 

10 1775 3 unirs 
+ 
ENGL-231 English Literature: 1775 to Present 3 units 
or 
ENGL-2311-l J Jonors English Literature: 1775 to Pre$ent 3 units 

Elective Courses (6 unirs) 
ENGL-130 lnrroducrion m Creative Wriring 3 units 
P.NGL-1301 l I lonors lnrroduction to Creative Writing 3 units 
ENGL-131/CDP.-131 

Childrc;n's Literature 3 units 
ENGL-131 H/CDE-131 H 

Honors Childrc;n's Literature 3 units 
ENGL-132/ED-132 

Adolescent Literature 3 units 
ENCL-1321-l/ED-l32 H 

I lonors Adolescent Lirerarure 3 unirs 
ENGL-200/THA-150 

Survey of Dr:1111n 3 units 
ENGL-203 Survey ofSlrnkespeare 3 units 
ENGL-2031-1 Honors Survey ofShnkespearc 3 units 
ENGL-205 World Folklore 3 units 
ENGL-2051 1 I lonors World Folklore 3 units 
ENGL-220 Analysis of Fiction 3 uniis 
ENGL-220H HonorsAnnlysis ofFiclion 3 units 
ENGL-225 Film nnd Licernture 3 units 
ENGL-2251 1 l lonors Film and Literature 3 units 
ENGL-235 Creative Writing: Fiction 3 units 
ENGL-240 Amcric:in Indian Litcrncure 3 units 
ENGL-2401-1 Honors American Indian Literature 3 units 
ENGL-250 Women and Litcrnnire 3 units 
ENGL-2501-1 I lonors Women and Literature 3 unitS 

ENGL-260 lniroduction to African American Literature 3 units 
ENGL-2601-1 Honors Introduction to African American 

Literature 3 units 
ENGL-270/SPAN-270 

Latin American Literature in Translnrion 3 units 
ENGL-280 Mulriethnic Literature 3 uni1s 
ENGL-280H I lonors Multicthnic Literature 3 ttniis 
ENGL-285 World Literature: Antiquity to 1650 3 units 
ENGL-285r l I Jonors World Lireracure: Amiquiry ro 1650 3 units 
ENGL-286 World Li1cra1urc: 1650 10 Present 3 units 
ENGL-2861-1 Honors World Litcrarurc: 1650 to Present 3 units 

Honors course acceptable in lieu of regular course, 
check transfer institution. 

Additional elective units may be necessary co meet the 
60 semester unirs requ ired for the UC, CSU and Associate 
degree. T hese unirs muse be transferable ro rhe CSU and or 
VC for appropriate credit. Also, 12 un its are able to double 
counred on rhe CSU GE. 

CAREER OPPORTUNITIES 

A poll of the nation's four hundred largest fi rms shows 
thac English was che predomina nc undergraduare major 
among c:ncry-lcvcl managers. T his implies a basic assumption 
held by employers char English smdenrs have strong 
ana lytical and imaginative abilities as well as superior skills 
in oral and written communica.tions. 

Common Careers for English Majors: 

Advertising Researcher• Civil Servant • Technical 
Writer• Conrracr Specialise "'Journalist* Business 
Administrator •Diplomat• Informarion Specialist • 
Interpreter * Librarian *Methods Analyst * Public Relations 
*Editor/Evaluator• Insurance Examiner 'lawyer" 
Writer * Lexicographer• Manager • Program Developer• 
Publisher ~ 1eacher • Writing Consultant 
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1nstructional Pro rams 

English C urriculum Flowchart 

ENGL-061 Basic Grammar & Usage
(determined by Accuflacer placement 

score 

' 
ENGL-062 Basic Writin~Skills 
(determined bl Accuplacer p acement 

score or success ul completion of ENGL
061) 

' 
ENGL-098 E';f,lish Fundamentals 
(determined bh ccuplacer placement 

score or success ul completion of ENGL
062) 

' 
ENGL-101 Freshman Comf:osicion 
(determ ined bl Accuplacer p acement 

score or success ul completion ofENGL
098) 

' 
ENGL-103Critical111inking & Writing 
(determined bft Accuplacer placement 

score or success ul completion of ENGL
101) 

ENGLISH As A SECOND LANGUAGE 

(ESL) SEQUENCE 
Recommended sequence ofEnglish as a Second 
Language courses: 

Semester 1: 
ESL-050 English as a Second Language Level I (4 uni[s) 
(determined by placement score into the ESL credit 
program) 

ESL-063R ESL Reading & Vocabulary Level I (4 unics) 
(determined by placement score into the ESL credit 

program/ may be taken ar any point in the ESL sequence) 


Semester 2: 

ESL-051 English as a Second Language l evel 2 (4 units) 

(determined by placemenc score or the completion ofESL-050) 

ESL-056 English Conversation and Cultu re (3 units) 
{determined by placement score inro rhe ESL credit 
program/ may be caken at any point in the ESL sequence:) 

Required courses for the ESL Certificate Level 1 
(12 units) 

o ESL-050 
o ESL-05 I 
o ESL-063R 

Semester 3: 

ESL-064R ESL Academic Read ing & Vocabulary Level 2 

(4 units)(dcccrmined by placement score or rhe completion of 

ESL-063R) 


ESL-062W Basic Writing Skills (4 units) 

(determined by placement score or rhc completion of ESL-051 

or ENGL-61) 


Semester 4: 

ESL-098W English Weiring Fundamenrals (4 units) 

(determined by placement score or che completion of ESL
062W or ENGL-62) 


Required courses for the ESL Certificate Level 2 
(11 units) 

o ESL-056 
o ESL-064R 
o ESL-098W 
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Course Descriptions 

English As a Second Language 

ESL-050 4 units 
English & a s~ondLanguage - Level l LEC64-72 
fonnecly ESL-050A·ESL l : Sentence Structure) 
Speaking, listening, rc:i.ding, wl'iting, grammar, vocabulary, and 
pronunciation skills arc focused on in rhis course. This class is rhe 
cnrry-lcvcl college credit course for speakers of English as a second 
language nnd focuses on che dcvelopmenr of all language skills ro 
increase overall language fluency for srudcncs who wish to prepare for 
cnllege-levcl coursework. Offered as pass/nn pass only. Prerequisite: 
Appropriacc placement based on rhe CELSA placement insrrumcnc. 
··Not transferable 

ESL-051 4 units 
English As a Second Language • Level 2 LEC64-72 
(formerly ESL-051A-ESL 2: Paragraph Structure) 
ESL-051 is a continuadon of ESL-050. 1his course provides 
insrrucrion nnd prnctice in high beginning/low inccrmediarc credit 
English sencencc mucrure, reading, writing, speaking, lisrcning, 
pronunciation, vocabulary, swdy skills. and critical thinking skills for 
srudencs who wish ro prepare for college·lcvcl work. Srudcnts should 
have passed ESL-050 or have an eq11ivalc1u skill level ro be successful 
in ESL-05 1. Offered as pass/no pass only. Prerequisite: ESL-050 or 
rhe approprinte plncernent score. --Not transferable 

ESL-055 2 units 
English Pronunciation 
English Pronunciation allows srudcnrs for whom English is nor rhcir 
nadvc lnngunge ro practice nnd develop rheir overall English speaking 
proficiency and focus on specific areas of pronunciation difficulty. 
Regular attendance, language contact nssignmencs, discussions, and 
srudcm presenrarions arc required to receive class credit. Offered as 
pass/no pass only. •cross-listed as COMM-055. Prercquisicc: ESL 
srudcncs rest for crcdir·lcvcl English through rhe CELSA placement 
test 9 or other approved ES L placement instrument or has appropriate 
English skill level ofparricipadon in college courses. Srudcms tcsr for 
ESL-050 or nbove --Not transferable 

ESL-056 3 units 
English Conversation and Culture LEC 48-54 
(formerly ENGL-056 - English As a Second Language Listening 
and Conversation) 
This course is nn English conversntion class rhar develops listening and 
speaking skills in rhe conrcxt of acquiring academic conrcnr. Srudcnrs 
acquire academic skills while learning abour American culcure and 
communication. Classes consisr of listening exercises, pair/ small 
group discussion and srudcnc presentations. A basic knowledge of 
English is required. Offered as pass/no pass on ly. •Cross-lisrcd as 
COMM-056. Prerequisite: Appropriate placement on the CELSA 
placement instrument (or orher approved ESL plncemenr instrument) 
or ESL-050 or higher. ··Not transferable 

ESL-062W 4 units 
Basic Writing Skills LEC64-72 
In addition LO preparing ESL srudenrs for English 98 or ESL 98W, 
this course also focuses on imporranr aspects of American English 
writing style and common non-native grammar mistakes. This 
course emphasizes the acquisition ofskills in grammar, puncruacion. 
clCprcssive writing, and revision as srudcnrs develop from paragraph 
writing to multiplc·parngraph essays. Prerequisite: ENGL-061 or 
ESL-051 or rhe appropriate assessment score. ··Not transferable 

ESL-063R 4 units 
ESL Reading and Vocabulary Level 1 LEC 64-72 
This course advances students' general reading abilities. vocabulary, 
critical chi nking skills, nnd use of rending strategies. While some class 
material may involve academic reading, the focus is on developing 
overall strategies and skills to imlrove reading comprehension, 
nccurncy, and applic:uion of materla . Prerequisite: Placement into 
ESL-050. --Not transferable 

ESL-064R 4 units 
ESL AcademJ.c Reading and Vocabulary Level 2 LEC 64-72 
This course advances srndems' skills in the areas of vocabulary us:1ge, 
comprehension, cridcal rhinking, and culrural inferences ro prepare 
for college level classes. 111is course also improves students' reading 
st.raregies rhat can be applied ro various reading tasks, emphasizes 
reading as a problem-solving process, and develops study skills. 
Prerequisite: ESL-063R (wirh a grade ofC or better) or the appropriate 
asscssmenr score. -·Not transferable 

ESL-098W 4 units 
English Writing Fundamentals LEC 64-72 
11iis co11rse prepares spea kers of orher languages for ENGL- IOI by 
providing insrrucrors rrained in teaching ESL. ll1c course provides 
practice in American English composition with an emphasis on 
rhc multi-paragraph essay. Grammar, writing mechanics, nnd 
paragraphing will also be reviewed wirh artcntion given to rhe 
unique needs of ESL srudcnrs. Students will also be inrroduccd co 
using library resources. Completion of ESL-098W with a grade of 
C or better meets the prerequisite for ENGL-101. Prcrequisire: ESL· 
062W (with a grnde ofC or betrer) or ENGL-062 or the appropriate 
assessment test score. -·Not transferable 

Environmental Studies 
ENVS-100 3 units 
Humans and Sdcntlfic Inquiry LEC 48-54 
111is in1r0Juc1ory course explores rhc physical, chemical, biological. 
3nthropological and earth sciences as they relate ro human inquiry 
focusing on rhc imcr-relarionships ofrhe physical and natural sciences 
as rhey affccr everyday human life. The course inrroduccs srudcnrs 
to the basic principles of scientific sLUdy using human issues as irs 
main rhcme. Ir is recommended for m 1dcnrs with limited previous 
c"perience in science and studcnrs majoring In che technical, 
professioMI or social sciences. Prcrequisirc: None. ··AA/AS General 
Education: AA/AS A ··Transfers to both UC/CSU ··IGETC Area(s): 5A,·· 
CSU Area(s): B1, E1 

ENVS-101 3 units 
Environmental Science LEC 48-54 
An inu·udltctory course exploring current environmcnral issues 
emphasizing rhcir rclatiotlllhip ro rhe physical, chemical a.nd biological 
sciences. ' lh is course introduces sru<lcms ro rhc basic principles 
of scicmilic study usins cnvironmcmal issues as its main theme, 
focusing on the inter-relationships of rhe bioric and abiotic factors of 
rhc biosphere as rhey arc influenced by human action. Prerequisite: 
None. ·-AA/AS General Education: AA/AS A--Transfers to both UC/CSU 
--IGETC Araa(s): 5A,--CSU Area(s): 61, E1 

ENVS-lOlH 3 units 
Honors Eaviroruncntal Scienc:e LEC 48-54 
An incroductory course exploring currenr environmental issues 
emphasizing rhcir relationship ro the physical, chemical and biological 
sciences. '!his course introduces srudcnrs ro the basic prii1ciples 
of sciencific srudy using environmcncal issues as its main theme, 
focusing on the inrcr-rclarionships of the bioric and abiotic factors of 
chc biosphere as rhcy arc inAucnced by human action. Prerequisite: 
Acceptance in rhc Honors Enrichmenc Program. ··AAIAS General 
Education: AA/AS A -Transfers to both UC/CSU --JGETC Area(s): SA.·· 
CSU Area(s): 61 
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Instructional Programs 

Viticulture, Enology and Winery 

Technology 


Degree(s) San Jacinro Campus 
None (95 1) 487-MSJC (6752) 

l-800-624-5561 Cerrificarc(s) 
None Menifee Valley Campus 

(951) 672-MSJC (6752) Employment Concentration Ccrtiflcacc(s) 
Vineyard, Enology and Winery Technology Concerurarion '''"" ' ' c•• .,. , "" 1-800-452-3335 

John Schuler (951) 639-5740 
jschuler@msjc. edti 

PROGRAM D ESCRIPTION 


Courses in the Viticulture, Enology and Winery 

Technology (VEW) program introduce rhe srudenc to a 

variery ofdisciplines included in che winemaking indusrry. 

From basic wincmaking (enology), grape cultivation 

(viticulrure), event organization and service (hospitality) 

to marketing and selling ofwine (business principles), rhis 

program seeks to inform students, ac an introductory level, to 

the many fields encompassing winery operations. 

DISTINCTIVE FEATURES 

An internship program will allow practical experiences 

for che student. 

Completion of the fou r VEW courses can resu lt in an 

Employment Concentration Ccrciflcacc. 

CAREER OPPORTUNITIES 

Winemaker, assisranc winemaker, vineyard manager, 

casting room manager, events coordinator, lab technician, 

advertising and marketing. 

TRANSFER PREPARATION 


MSJC offers a range ofcourse work to prepare students 

co transfer to four- year colleges and universities. All four 

-year institutions prescribe thei r own standards for course 

evaluation and admissions. Prospective transfer students in 

rhe field ofViciculture & Enology are advised co review rhe 

MSJC cacalog with a counselor to determine which MSJC 

courses arc transferable. 

EMPLOYMENT CONCENTRATIONS 

Viticulture, Enology and Winery Technology 

(12 units} 

Vt::W-100 lmroducrion lo Viticulture 3 units 

Vl!W-102 I ntroduclion to l!nology 3 units 

Vt::W-l06 l lospicality in rhe Winemaking Industry 3 units 

VEW-108 Introduction to Winery Business Principles 3 units 
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HORT-106 3 units 
Pesticide Law & Regulations· Turf& Landscape LEC48-54 
(formerly AGTM-106) 
"I his ~oursc includes resricide, safety and enforcemenr r~gulacions 
pertaining to the tur and landscape manager. Presentation of rhe 
California Code Sections and study material prepare srudenrs for the 
Dcpamncnt of Pesticide Regu lations Lnws & Regulations exams. 
Prerequisite: None. --Transfers to CSU only 

HORT-107 3 units 
Arboriculmre LEC 32-36/LAB 48-54 

(formerlyAGTM-107) 

This course includes care and management of ornamental t1·ccs, 

pruning techniques. fruit tree care, brnclng, cabling, and pest concrol. 

Also included are safe prnctices in rhe use ofequipment, including che 

use of ropes, chippers, boom trucks, chain saws, and idcncificarion 

and eva luation ofcommon trees. This course prepares srudems for rhe 

tl'ec worker and arborisr cerrificarion exams. "This course is an elective 

course in rhe GolfCourse/Turf Management Program. Prerequisite: 

None. --Transfers to CSU only 


HORT-109 3 units 
Landscape Design LEC48-54 
(formerly AGTM-109) 
This course introduces the history and fundamentals of lrndscape 
design. The s1udem will le.mi site evaluation, design methods, 
elements of rexrure, form and color, selection of landscape marcrial 
and the functional and acsthcric use of planrs. Prcrcquisirc: None. 
··Transfers to CSU only 

HORT-110 3 units 
Laws a nd Rcgulatl<>ns an Integrated Pest Management Approach 

(formerly AGTM-110) LEC 48-54 
This course focuses on laws and regularions ns applied to .:ommon 
ngriculcural pesrs in Sourhcrn California and analyzes physical, 
biological and chemical pe.u conrrol principles and pracriccs. 
Prerequisite: None. -·Transfers to CSU only 

HORT-120 3 units 
Sales and Marketing in Hospitality LEC48-54 

(formerly AGTM-l20) 

'lhis course examines how effective marketing plnns arc conceived, 

designed and implemented. ll1e course emphasizes sales and 

m:Jrketing as It applies to a v~rlety of resorr, resrauranr, and rdared 

ht»piralicy ocrvicc industry prnJucrs. ·1hc focus includes rclarcd 

sales and promocional srraregics, merchandising, public relations 

and advertising. ··cross-listed as BADM-120. Pre requisite: None. 

--Transfers to CSU only 


HORT-121 2 units 
Sanitation and Safety in Resort Management LEC32-36 
(formerly AGTM-121) 

111is course is a study of the principles ofhyi;icnc and saniration and 

rheir applicarion to food service operations. Emphasis is placed on 

rhe implementarion of proper m ethods and procedures and rhe food 

handlers' responsibiliry in maintaining high sanirarion and safety 

standards. 'Cross-listed as BA DM-121. Prcrequ isite: None. ··Transfers 

to CSU only 


HORT-122 3 units 
Resort Food & Beverage Operation LEC48-54 
(formerly AGTM-122) 
This cour~e ls the study of the lcchniqucs and mclhuds nf nperati11g 
and controlling a food and bcvernge opernrion in a resort environment. 
It studies che manngemenr technique.~ necessary for rhe planning, 
monitoring and comrolling of a food service operation and of rhc 
conrrol sysrems :1vailable co insure a profirable operation. 'Cross-listed 
as BADM-122. Prercquisire: None. · ·Transfers to CSU only 

Course Descri tions 

HORT-123 2 units 
Menu Planning in Resort Management LEC32-36 
(formerly AGTM-123) 
This course studies the basic principles of menu making for a varicry of 
types offood service opcracio11s within the golfindusrry, considering 
rhe factors of clienccle, types of operations, economic rcquircmenrs, 
nutritional adequac~, skill of personnel, nnd equipment limirnrions. 
'Cross-listed as BA DM-123. Prerequisite: None. ··Transfers to CSU 
only 

HORT-149 0.50-4 units 
Occupational Internship: Turfand Landscape OI 30-300 

Management (37.5·300 Paid/30-240 Unpaid) 


(formerly AGTM-149) 

The purpose of chis course is ro enable eligible srndenrs to include 

supervised on-the-job rrainlng as an Integral part of the total college 

educarional program. lnis is accomplished through a planned 

program of learning experiences, which combines academic and 

vocational learning at school wirh new learning experiences on rhe 

job in an occupational setting. May be taken 4 times for credit. 

Prerequisite: None. Other E11rollment Criteria: Each srudenr must 

be enro lled for the full semester and complete 7 units (including rhe 

occupational internship) or be enrolled in the Alrcrnntive Plan. A 

training agreement muse be completed prior to regisrrarion. Please 

refer to the Occupational [nrernship Srudenr Handbook for specific 

i11formntio11. --Not transferable 


HORT-299 0.50-3 units 
Special Projecrs: Turfand Lan dscape Management IS 8-54 

(formerly AGTM-2?9) 
Studenrs with previous course work in the program may do special 
projecl' 1hal Involve research u11J special study. The ucrnal narnrc of 
the project must be determined in consultation wilh lhe supervising 
instructor. May be rnkcn 4 rimes for credit. Prerequisite: Previous Turf 
nnd Lnndscnpc Mnn:tgemenr classes; a conrracr muse be completed 
wirh rhe lnstrucror prior to enrollment. ··Not transferable 

Viticulture, Enology & Winery 
VEW-100 3 units 
Introduction to Viticulture LEC48-54 
An imtoduccion co viticulrure; hisroricnl perspective of grape 
cultivation for table grapes, wine and raisins; i;rapc varieties and 
species; borany, anatomy, propagation, climate, culrivarion, vineyard 
management, plant· soil-warcr rclarions, irrigario11, fcrriliiarion and 
pruning; weed, disease and pest conrrol; csrablishmcnt, trai ning and 
pruninggrapevines; harvesrand post-harvest operations. Prerequisite: 
None. -·Transfers to both UC/CSU 

VEW-102 3 units 
Introduction to Enology LEC 48-54 
Au introducrion ro rhe science ofwincmaking, including history and 
scogrnphical Jisrribution; grape varieties and wine rypcs; influence of 
climate and soil; wine fermcnrarion, handling, storai;c and bottling 
methods; wine disorders; winerysanirarion; legal compliance. Srudencs 
must be 21 years or older ro parricipare in wine tasting. Prerequisite: 
None. ··Transfers to CSU only 

VEW-106 3 units 
Hospitality in the Winemaking Industry LEC 48-54 
1nis ~ourse is an inrrodt"tion ro hospicaliry in rhe winemaking 
industry. Topics include rasting room an d customer service skills, 
marketing, sa les, staff dcvclopmenr, events program coordination, 
food and beverage coordination, hospitality and alcoholic beverage 
law, rasring room design and organizmion, culinary arts, wine club 
development ~nd man~gement. The basic concepts of enology and 
viriculrure will also be covered. Prerequisite: None. ·-Transfers to CSU 
only 

Mt. San Jaci nto College 2010-2011 Catalog 275 



Course Descriptions 

VEW-108 3 units 
Introduction to Winery Business Principles LEC 48-54 
This course is an introduction to the business of wlnemaking. Topics 
include markering, basic accounring, media rclarions, product 
managemenr, inventory control, state and federal compliance licensing, 
industry rrends, d isrriburion channels, wine club developmem 
and managemenr, human resources and ALC management, stare 
and federa l taxation, insurance, vincagc forecasting, and industry 
contracts. Prerequisite: None. --Transfers to CSU only 

VEW-149 1-4 units 
Occupational lotemsb.ipr Viticulture, Enology, 01 60-300 
and Wincmaking (75-300 Paid/60-240 Unpaid) 
1l1e purpose of this i:ourse is to enable eligible students to inc:lude 
supervised on-rhe-job training as an integral part of the rornl college 
edui:arional program. Th is is accomplished rhrough a planned 
program of learning experiences, which combines academic and 
vocational learning :u school with new learning experiences on rhc 
job in an occuparional serring. May be taken 4 rimes for credit. 
Prerequisite: None. Ocher Enrollment Criteria: Each student must 
he enrolled for rhe full semester and complcre 7 unirs (includi ng rhe 
occupational internship) or be enrolled in the Alternative Plan. A 
trnining agreement must be completed prior co reglsrrnrlon. Please 
refer to rhc Occupational lncern8hip Srudcnr Handbook for specific 
information. --Not transferable 

Water Technology 
WATR-100 1 unit 
Introduction to Water/Wastewater Operations LEC 16-18 
1his course introduce$ water ;1nd wascewnrer operations and the 
basic skills .ind knowledge needed to advance in rhis industry. 111e 
course will provide nn overview of water and wnsrcwnrer rrcarment 
processes, disrrlburion systems as well as terminology and e~1uipment 
used in the wastewater nnd wntcr Industries. Regulations, licensing 
rnd the cercific:uion process will be discussed as a pare of this course. 
Prcrequislre: None. --Transfers to CSU only 

WATR-102 2 units 
Basic Waterworks Mathematics LEC32-36 
1liis course Is nn lntrod\1ction to the rnathematics used in water and 
wastewater industries. Studencs will learn the basic formulas and 
functions needed to calculate: nren, volume, chernicnl dosage nnd 
other related problems. The course is Intended ro prepare the student 
for further water and wa5tcwatcr courses. Prerequisite: None. --Not 
transferable 

WATR-103 3 units 
Water Treatment Plant Operations I & II LEC 48-54 
·n1ls is a comprehensive course designed to teach rhe student the 
prindples of wacer treatment plant operations. The course will i:over 
sources of water, rhe treatment process, plant operations, safcry, water 
quality regulations and waterworks Mach. 1he course is designed co 
prepare rhe srudenc ro rake the Scace of California, Water Trearmenr 
Opcraror exam for grades 1& 11 (T-i&T-2). May be rakcn 2 cimcs for 
credit. Prerequisite: None. Recommended Preparation: WATR-102. 
--Transfers to CSU only 

WATR-105 3 units 
Water Tteacment Plant Operations UI, IV & V LEC 48·54 
' lhis is a comprehensive course <lesigncd ro reach rhe srudcnr rhe 
principle~ of warcr trencmcnr plnnc operations. lhe co11rbc will c:ovcr 
sources ofwntcr, the rrc:mnenc process, plnm operations, snfecy, water 
{1uallty regulations an<l wJtcrworks Math. "[he course is designed tn 
prepare rhe student ro rake rhe Srare of California, Warcr Trearmenr 
Operator exam fo r grades III, IV & V (T-3, T-4 &T-5). May be raken 
2 times for credit. Prerequisite: None. Recom mended Preparation: 
WKrR-102 and WATR-103. --Transfers to CSU only 

WATR-107 3 units 
Water Distribution I & ll .LEC48-54 
This comprehensive course teaches rhe students rhe course principles 
of operation and maintenance of a water distribution system. The 
course will cover sources of water, principles of design, insrallarion, 
opcrarion and mainrcnancc of pipes, valves, meters and ocher rclared 
hydraulic units. Operation and maintenance safcry considerations 
emphasized. This ..:ourse is designed to prepare the student to rake 
State of Cnlifornin Water Distribution Operator exam. Prerequisite: 
None. ··Transfers to CSU only 

WATR-109 3 units 
Wam Distribution III, IV & V LEC 48-54 
This is an advanced course designed for rhe water professional. Prepares 
and qualifies (wirh reperirion) rhc srudenr for rhc Scare of California 
WHcr Distribution Operators Certificate, Grades D-3. D-4 and D-5. 
and/or the American Water Works Association, Grade lll, IV or V. 
May be taken 3 times for credit. Prerequisite: None. Recommended 
Preparation: WATR-!07. ··Transfers to CSU only 

WATR-120 3 units 
Wastewater Treatment Plant Operations I & II LEC 48·54 
'this course is an incroduction co wasrewarer rrcatrnent, induding 
prelimin.try, primary, ~ind second:1ry treatment processes. 'fois course 
is specifically designed for individuals seeking employment or those 
who arc already employed in rhe wastewater field. This course prepares 
students for the CSWRB Wasrewarer Treacmenr Plant Operator 
examinations. Prerequisite: None. Recommended Preparation: 
WATR· I02. · ·Transfers to CSU only 

WATR-122 3 units 
Wast.cwnter Pinnt Operations Ill, IV& V LEC 48-54 
Students explore rhc scope, limits, and methods of secondary and 
advanced t reatment, solids handling disinfecrion, reclamation of 
wnsrewnrer, rhro11gh rc:1dlngs. disctrssio11s, nn:liysis, and lnborarory 
study. Specific.illy designed for individuals seeking employmem 
or already employed in rhc wastewater field. Prepares student for 
the Californ ia Stare Wnrcr Resources Board Wnsrewnrcr Treatment 
Plam Operator examinations. Prerequisite: None. Recommended 
Preparation: WATR-102 and WATR-120. --Transfers to CSU only 

WATR-125 3 units 
Laboratory Procedures for Water and Wastewater LEC 48-54 
' I his course prepares students co safely perform laboratory rests and 
analyze and interpret rest dara relating to warer/wasrewarer rreaanent 
plants. Topics Include: Basic: chcmisrry and related marhcmaricnl 
analyses involved in the operatio11 of water/wastewater rrearmcnr 
plams; resrs necessary co maintain process control of wastewater 
rrcarmenr planes and to monitor sewage and industrial wasres prior 
to disposal: and, proper methods for collecting and handling samples. 
May be taken 2 times for credit. Prerequisite: None. Recommended 
Preparation: MATH-090, WATR-102 or WATR-103, WATR-!07, or 
WATR-120. --Transfers to CSU only 

WATR-130 3 units 
.Environmental Laws and Regulations LEC 48-54 
1 his course provides an overview of federal, mcc, and local l3ws 
pertaining co environmemal protection nnd pollution prcvcnrion 
relating ro water quality, air quality, solid waste, and cross-media 
contamination. It is intended for students pursuing the Water 
Tecl1nolot;)' Certificate or Associate (lf Science degree and/or 
professionals in the field. May be taken 4 times for credit. Prerequisite: 
None. ··Transfers to CSU only 

WATR-140 3 units 
WelJs, Pumps and Motors LEC 48-54 
Ihe course will provide scudenrs wirh a basic knowledge ofdomestic 
water wells, water booster pumps. pump theory and electric motor 
theory nnd design. Wnrer wdl design. rcgulntlons and abandonment 
will be discussed as well as maintenance procedures in the field and in 

Mt. San Jacinto College 2010-2011 Catalog 276 



EXHIBIT 5: CHRONOLOGY OF DEVELOPMENT OF THE SUBSTANTIVE CHANGE (INSTRUCTIONAL 

SERVICES CURRICULUM COMMITTEE MEETING AGENDA/MINUTES AND BOARD OF TRUSTEE 

AGENDA/MINUTES) 
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The mission of Mt. San Jacinto College Is to Instructional Services.Curriculum Office 
provide quality, educatlonally enriching Currtculum Commlttet Meeting
experiences, programs and opportunities Nov.mber 18, 2009 3:30 pmdesigned to empower students to serve asMSJC~ Menifee Valley Campusproductive dtlzens In a dynamic and 
complex wortd. Room #105 alb - LRC 

HT. SAN JACINTO COLLEGE 

AGENDA 


Admlnlsu.tlon13 Are• Representatives 
R. Rowley, VP of Instruction o r 

W J. Mccurdy W Representative (Non-Volln1lW TBA. Appl led Te<:hn o l or-t 

W P. James ( Voll ng) 
W 0. candelarla, Bus l ness/CIS, MVC 

W J. Johnson {Vouna>
W TBA. Buslness/CIS, SJC 

G. Varps, Soclal/Beh •vloral Science, MVC Counselor(l)
w 
M. Nance. Soclal/Behavloral Science, SJC W O.May
w 
P. Ney, Ma th and Sci e nce, MVC 	 Support Steff (Non-Vot1n1)w W C. Hawkins, Assoc. Oean ofw Research and PlannlnaTBA. Math and Selen e•. SJC 

Ub1'11rtan (1) W K. 01 Memmo, Inst. SupportCoord.w J. Brown. Arts, MVC 
U M. Flores (Voting) W J. (Jared) Oavls, EnrollmentServicesW TBA. Arts, SJC 


W M. Stewart, Letters and Language, MVC 

Faculty CO-Chair 


Clesslfled Semite (1)l.J v. Flournoy, Letters a nd 1..ansua1e. SJC 
Angela Seavey, 

W M. C11etlco, Student oevelopment, SJC W 	 Cless Sc:hedulln1 & 

lnformallon Specialist 


W A. Ourbln, Allied Health, Ml/C 


U T. Blake, Learn1n1 Center, MVC 


Associated Students (21hcultv at IMI• (4) - Votlnl 


W R. Goen, MVC 
 W TBA 


w K. Bllllngslev. MVC W TBA 


W vacant 


W Vacant 


Visitors: 

J. 	 Openjoq of Meeting 

1. 	 Call to Order 
2. 	 Minutes from October 26, 2009 approved via electronic vote to facilitate Board ofTrustees approval. 

11. 	 Comments of jodlv!dyal. groyps, delegations limited to agenda items 
Public comments are limited to agenda items and shall be no more than five (5) minutes per speaker and 
twenty (20) minutes per subject unless further time is granted by the Curriculum Committee. 

111. 	 Consent Agenda - Action Items 

1. 	 Final Approval - New Course Proposals-Second Reading 

None 


2. Final Approval - Major Course Revisions-Second Reading 
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DD. LEG - 140 - Bankruptcy Law (New Fully Online and Hybrid Online) 


EE. LEG - 150 - Probate Law and Procedures (New Fully Online and Hybrid Online) 


FF. MATH - 105 - College Algebra (Revised Fully Online and Hybrid Online) 


GG. NUTR - 100 - Family Nutrition (Revised Fully Online and Hybrid Online) 

(Missing SJC Dept. Chair Signature) 

HH. 	 OTEC - 144 - Keyboarding and Document Formatting (Revised Fully Online and Hybrid 
Online) 

II. OTEC - 178 - Office Procedures and Systems (Revised Fully Online and Hybrid Online) 


JJ. PE - 100 - Introduction to Physical Education (New Fully Online and Hybrid Online) 


KK. PS - 101 - American Government and Politics (Revised Fully Online and Hybrid Online) 


LL. PS - 102 - Comparative Politics and Government (New Fully Online and Hybrid Online) 


MM. READ - 064 - Intermediate Reading (New Fully Online and Hybrid Online) 


NN. SOCI - 101 - Principles of Sociology (Revised Fully Online and Hybrid Online) 


00. SOCI - 105/PSYC - 105 - Social Psychology (New Fully Online and Hybrid Online) 


PP. SOCI - 110 - Media and Society (Revised Fully Online and Hybrid Online) 


2. Conceptual Approval- New Course Proposals- First Reading 

A. 	 ART - 093 - Graphic Design Practicum 

Catalog inclusion date: 2010-2011 


B. 	 ART - 095 - Typography Practicwn 

Catalog inclusion date: 20 I0-2011 


C. 	 ART-104- World Art 

Catalog inclusion date: 20I0-2011 


D. 	 AUME-10.Q- Maintenanqe Light Repair (MLR) I 

Catalog inclusion date: 20 l 0 - 20H 


"E. 	 AUME - 109 - Maintenance Light Repair (MLR) ll 

Gatalog inclusion date: 2010- 2011 

(FOrin B must be modified to include Pre-requisite) 

F. 	 BADM - 124 - Introduction to Lodging Operations 

Catalog inclusion date: 2010-2011 

(Revised Course Outline ofRecord was not re-posted to Tech Review) 

G. 	 BADM - 125 - Hotel Convention Services and Operations 
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Catalog inclusion date: 2010-2011 

(Revised Course Outline ofRecord was not re-posted to Tech Review) 

H. 	 BADM - 126 - Destination Management for Conventions and Visitors 

Catalog inclusion date: 2010-201 1 


I. 	 BADM - 127 - Event/Meeting Planning and Management 

Catalog inclusion date: 2010-2011 


J. 	 BIOL - 131 -Introduction to Biotechnology 

Catalog inclusion date: 2010-2011 


K. 	 BIOL - 132 - Biotechnology II 

Catalog inclusion date: 20 l0-2011 


L. 	 BIOL - 133 - Biotechnology III 

Catalog inclusion date: 2010-2011 

(Revise Form B must be revised to update Prerequisite and include "with a grade ofC or 

better'') 

M. 	 BIOL - 230 - Introduction to Biotechnology Laboratory 

Catalog inclusion date: 2010-2011 


N. 	 COE - 118 - Equity and Diversity in Early Childhood 

Catalog inclusion date: 2010-2011 


0. 	 CSIS - 12SA- Web Development - Level 2 

Catalog inclusion date: 2010-2011 


P. 	 CSIS - 150 - Using Microsoft Windows 

Catalog inclusion date: 2010-2011 


~ CSIS - 171 - Seryice Desk Concepts 

Catalog';inclusion date: 2010-2011 


. ~ CSIS.-171L - Service Desk Lab 
QabUog-inclusion date: 201().:.2011 

S. 	 ECON - 203 - Introduction to Environmental Economics 

Catalog inclusion date: 2010-2011 


1·T; 	 ENGR 114 - Machine Tool Technology 

Catalog inclusion date: 2010-2011 


'U .' E~R- 116 - Energy Efficiency and Construction 

C~thlog inclusion date: 2010-2011 


V. 	 ENOR- 117 - Solar Photovoltaic Installation 

Catalog inclusion date: 2010-20n 


Md.lll11emar,&istaJ1at10M 
•.. '~ ii26H>M2011·'·: 
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Y. FIRE  122 - Principles of Fire and Emergency Services Safety and Survival 
Catalog inclusion date: 2010-2011 

Z. HIST  161 - Global History of World War I 
Catalog inclusion date: 2010-2011 

AA. HIST  162 - History of Vietnam War 
Catalog inclusion date: 2010-2011 

BB. LEO - 107 - Research and Writing for Legal Assistant 
Catalog inclusion date: 2010-2011 

CC. MUS  214 - Guitar Ensemble 
Catalog inclusion date: 2010-2011 

DD. NURS  064R - Nursing Skills Laboratory - Remediation 
Catalog inclusion date: 2010-2011 

EE. OTEC  050  Keyboarding and Software Application Lab 
Catalog inclusion date: 20I0-2011 

FF. PE  114A - Strength Training: Circuit 
Catalog inclusion date: 2010-2011 

GG. PE  1l4B - Strength Training: Free Weights 
Catalog inclusion date: 2010-2011 

HH. PE - l 14C - Powerlifting 
Catalog inclusion date: 2010-2011 

fl. PE - 118 - Beginning Step Aerobics 
Catalog inclusion date: 2010-2011 
(Rationale must be completed) 

JJ. PE - 124A - TheoryofFootball: Offense 
Catalog inclusion date: 2010-2011 

KK. PE- 124B - Theory ofFootball: Defense 
Catalog inclusion date: 2010-2011 

LL. PE - 125 - Strength and Conditioning for Football 
Catalog inclusion date: 2010-2011 
(Revise Form B must be revised to update Prerequisill and include "with a grade ofC or 
better'') 
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AAAA. 	 SOCI - 108 - Hwnan Sexuality 

Catalog inclusion date: 2010-2011 


BBBB. 	 SOCI - 110 - Media and Society 

Catalog inclusion date: 2010-2011 


cccc. SOCI - 112/PSYC - 112 - Gender and Social Interaction 

Catalog inclusion date: 2010-2011 


DODD. 	 SOCI - 115 - Contemporary Chicano/a in Society 

Catalog inclusion date: 2010-2011 


EEEE. 	 SOCI- 125 - Crime and Society 

Catalog inclusion date: 2010-2011 


FFFF. 	 SOCI - 129 -Processes of Power (Deactivation) 

Catalog exclusion date: 2010-201 1 


GGGG. 	 SOCI - 130/GER- 130 - Sociology ofAging 

Catalog inclusion date: 2010-2011 


HHiffi. 	 SOCI - 140 - Introduction to Applied Human Services 

Catalog inclusion date: 2010-2011 


nn. SOCI - 141 - Case Services and Advocacy in Human Services 

Catalog inclusion date: 2010-2011 


JJJJ. 	 SOCI - 150 - Introductory Field Work in Human Services 

Catalog inclusion date: 2010-2011 


K.KKK. 	 THA - 114 - lntermediate Movement for Actors (Deactivation) 

Catalog exclusion date: 2010-2011 


LLLL. 	 THA - 120 - Lighting 

Catalog inclusion date: 2010-2011 


MMMM. 	 THA - 124 - Scenic Painting 

Catalog inclusion date: 2010-2011 


NNNN. THA - 125 -Children's Theatre (Deactivation) 

Catalog exclusion date: 2010-2011 


4. 	 Conceptual Approval -Prerequisite/Co-requisite/Advisory Proposals- First Reading 

A. 	 ACCT - 080 - Deducting The Cost ofBusiness Assets 
Prerequisite: None 
Recommended Preparation: Knowledge ofgeneral financial accounting principles and 
taxation. 
Catalog inclusion date: 20 l0-2011 

B. 	 ACCT - 126 -Beginning Computer Accounting 
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Prerequisite: ACCT- 124 (with a grade ofC or better) 

Co-requisite: ACCT - 124 

Catalog inclusion date: 2010-2011 


C. 	 ART- 115 - Painting I 

Prerequisite: ART- 108 or ART-120 (with a grade ofC or better) or portfolio. 

Catalog inclusion date: 2010-2011 


D. 	 ART - 116 - Painting II 

Prerequisite: ART - 115 (with a grade ofC or better) or portfolio. 

Catalog inclusion date: 2010-2011 


E. 	 ART - 125 - Typography I 

Prerequisite: None (previously Recommended Preparation ofART - 120) 

Catalog inclusion date: 2010-2011 


G. 	 BIOL - 132 - Biotechnology ll 

Prerequisite: BIOL - 150 (with a grade ofC or better) or BIOL - 131 (with a grade of C or 

better) 

Catalog inclusion date: 2010-2011 


H. 	 BIOL - 133 - Biotechnology Ill 

Prerequisite: BIOL - 132 (with a grade ofC or better) 

Catalog inclusion date: 2010-2011 


I. 	 BIOL - 151 - General Biology II 

Prerequisite: BIOL - 150 (with a grade ofC or better) 

Catalog inclusion date: 2010-2011 


J. 	 CSIS 11 SA- Web Development- Level 1 

Prerequisite: CSIS - 103 (with a grade ofC or better) 

Recommended Preparation: Students need to have basic computer skills including a good 

understanding of file management. 

Catalog inclusion date: 2010-2011 


K. 	 CSIS - I 25A - Web Development - Level 2 

Prerequisite: CSIS - 1l5A (with a grade ofC or better) and MUL - 112 (with a grade of C 

or better) 

Recommended Preparation: Good computer navigation skills and a good understanding of 

HTML and CSS are needed. 

Catalog inclusion date: 2010-2011 


L. 	 · €SIS · -·lo/t&..-:Serti~~t:if 
Prerequisjte: CSIS - 17.1 (mtl:l ag,racie ofc or better~ 
Catalog inclusion date: 2010-2011' 

M. 	 DMS - 136 - Clinical Experience IV 

Prerequisite: OMS - 124 (with a grade ofC or better) 
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REMOVE: Advisory: ENGL-101 
Catalog inclusion date: 2010-2011 

Y. ENGL  230 - English Literature: Anglo-Saxon to 1775 
ADD: Prerequisite: ENGL  101 (with a grade ofC or better) 
REMOVE: Advisory: ENGL - 101 
Catalog inclusion date: 2010-2011 

z. ENGL  23 1 -English Literature: 1775 to Present 
ADD: Prerequisite: ENGL- 10I (with a grade of Cor better) 
REMOVE: Advisory: ENGL  101 
Catalog inclusion date: 2010-2011 

AA. ENGL - 240 - American Indian Literature (formerly Native American Literature) 
ADD: Prerequisite: ENGL- 101 (with a grade ofC or better) 
REMOVE: Advisory: ENGL - 101 
Catalog inclusion date: 2010-2011 

BB. ENGL - 250 - Women and Literature 
ADD: Prerequisite: ENGL  101 (with a grade of C or better) 
REMOVE: Advisory: ENGL  101 
Catalog inclusion date: 2010-2011 

CC. ENGL  260 - Introduction to African American Literature (formerly Introduction to 
African-American Literature) 
ADD: Prerequisite: ENGL  I 01 (with a grade of C or better) 
REMOVE: Advisory: ENGL- 101 
Catalog inclusion date: 2010-2011 

DD. ENGL - 280 - MultietJmic Literature (fonnerly Multi-Ethnic Literature) 
ADD: Prerequisite: ENGL  101 (with a grade of C or better) 
REMOVE: Advisory: ENGL- 101 
Catalog inclusion date: 2010-2011 

EE. ENGL - 285 - World Literature: Antiquity to 1650 
ADD: Prerequisite: ENGL  I01 (with a grade of C or better) 
REMOVE: Advisory: ENGL  101 
Catalog inclusion date: 2010-2011 

FF. ENGL - 286 - World Literature: 1650 to Present 
ADD: Prerequisite: ENGL  101 (with a grade ofC or better) 
REMOVE: Advisory: ENGL - 101 
Catalog inclusion date: 2010-2011 

GG. ENGR  117  Solar Photovoltaic lnstal lation ~ 
Prerequisite: SEMA - t00 (with a grade ofC or better) and ENGR.  114 (with a grade ofC • 
or better) 
Catalog inclusion date: 2010-201 li 

HH. · 	 ENGR - 118 - Solar Thermal Installation 
Prerequisite: SEMA - 100 (with a grade ofC or better).and ENOR - 114 (with a grade of Cf 
or better) 
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Catalog inclusion date: 2010-2011 

:.:.ll.~;"1'\ll~At1tl!<IM\!~9p.J 
~-.\~~<J:.:fotf(WitW~~>.tifre.o~..r).an&~tl'4.(v.;th a grade ofo 
~;s-e···~~ff .,.,_
Catalog inclusion date: 2010-2011 i 

JJ. ENVS- 102- Envirorunental Science Laboratory 
Prerequisite: ENVS  I 0 I (with a grade ofC or better) 
Catalog inclusion date: 20 I 0-2011 

K.K. FIRE  I07  Fire Apparatus and Equipment 
Prerequisite: FIRE - l01 (with a grade ofC or better) 
Co-requisite: ENVS  I01 
Catalog inclusion date: 2010-2011 

LL. FIRE  l 08  Fire Investigation lA 
Prerequisite: FIRE  I01 (with a grade ofC or better) 

MM. FIRE  122 -Principles ofFire and Emergency Services Safety and Survival 
Prerequisite: FIRE - 101 (with a grade ofC or better) 
Catalog inclusion date: 2010-2011 

NN. LEG  107 - Research and Writing for Legal Assistant 
Prerequisite: LEG - 104 (with a grade of C or better) 
Catalog inclusion date: 20I0-2011 

00. MATH  I 05 - College Algebra 
Prerequisite: MA TH - 096 (with a grade ofC or better) 
Catalog inclusion date: 2010-2011 

PP. MUS  214  Guitar Ensemble 
Prerequisite: MUS - 125 (with a grade ofC or better) 
Catalog inclusion date: 2010-2011 

QQ. NURS  064R - Nursing Skills Laboratory - Remediation 
Prerequisite: Nursing Program Probationary, Requires Instructor Consent 
Catalog inclusion date: 20I0-2011 

RR. OTEC - 178 - Office Procedures and Systems 
REMOVE: Advisory: Students should be able to keyboard at least 30 wpm and be able to 
correctly fom1at memos and letters in a word processing program such as MS Word. 
Catalog exclusion date: 2010-2011 

SS. PE  100 - Introduction to Physical Education 
Prerequisite: None 
Recommended Preparation: READ  063 
Catalog inclusion date: 2010-2011 

IT. PE - 124A - Theory ofFootball: Offense 
Prerequisite: None 
Recommended Preparation: PE - 122 
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Catalog inclusion date: 2010-2011 

UU. PE  l 24B - Theory ofFootball: Defense 
Prerequisite: None 
Recommended Preparation: PE - 122 
Catalog inclusion date: 2010-2011 

VV. PE  125 - Strength and Conditioning for Football 
Prerequisite: PE - 150 (with a grade of C or better) 
Catalog inclusion date: 20I0-2011 

WW. PS  102 - Comparative Politics and Government 
Prerequisite: PS  101 (with a grade of C or better) 
Catalog inclusion date: 2010-2011 

XX. PS  l 03  Ethnic Politics in America 
Prerequisite: PS  10I (with a grade ofC or better) 
Catalog inclusion date: 2010-2011 

YY. READ  063 - Reading Fundamentals 
Prerequisite: None 
REMOVE: Co-requisite: READ  043 
Catalog inclusion date: 2010-2011 

ZZ. READ  064 - Intennediate Reading 
ADD: Prerequisite: READ - 063 (with a grade of C or better) 
REMOVE: Co-requisite: READ - 044 
Catalog inclusion date: 20I0-2011 

AAA. 	SEMA - 101 - Fundamentals ofEnergy Assessment 
Prerequisite: SEMA - I 00 (with a grade ofC or better) 
Catalog inclusion date: 20I0-2011 

BBB. 	 SEMA - 110 - Managing Sustainability Business Practice 
Prerequisite: SEMA - 100 (with a grade of C or better) 
Catalog inclusion date: 2010-2011 

CCC. 	 SOCI - 124 - Foundations of Social Research Methodology 
Prerequisite: SOCI - I01 (with a grade ofC or better) 
Catalog inclusion date: 2010-2011 

DOD. 	SOCI - 140-lntroduction to Applied Human Services 
Prerequisite: None 
Co-requisite: SOCI - 095 
Catalog inclusion date: 2010-2011 
(Revised Form A and Form E's required to remove previous prerequisite) 

EEE. 	 SOC! - 141 - Case Services and Advocacy 
Prerequisite: None 
Co-requisite: SOCI - 095 
Catalog inclusion date: 20 I 0-2011 
(Revised Form A and Form E's required to remove previous prerequisite) 
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L. 	 Science A.S. Degree - Revision 

Catalog inclusion date: 20I0-2011 


M. 	 Theater Arts Degree - Revision 

Catalog inclusion date: 20I0-2011 


7. 	 Conceptual Approval-Major Procedure Revisions-First Reading 

A. 	 Reading Competency - Tabled incomplete submission 

v. lnformatjon/Discusslon Aaenda 

I . 	 Revised ECC AJ - Corrections (Revised backup materials attached) 
2. 	 New ECC AUME - Honda Fast Track; 
3. 	 New ECC BADM- Sustainable Energy Management for Business 
4. 	 New ECC BADM - Event Operations Management (EOM) 
5. 	 New ECC CSYS - Service Desk Hardware Support/ 
6. 	 New ECC CSIS - Service Desk Software Support 
1. 	 New ECC ENGR - Solar Thermal Technology 
8. 	 New ECC ENOR - Green Collar Manufacturing 
9. New ECC ENGR .... Solar Photovoltaic Technology 

I 0. New ECC ENOR - Small Wind Energy Technology 

11 . 	 Revised ECC LEG - Legal Office Support 
12. 	 Revised ECC MUL - Web Design Concentration 
13. 	 Revised ECC MUL - Internet Authoring 
14. 	 New ECC VEW - Viticulture, Enology and Winery Technology Program 
15. 	 Proposed New Certificate and Associate Degree Program - Biotechnology 
16. 	 COE Continuing Education 

VI. Adtournment 

Additional information or available background material regarding any Item will be on the Curriculum Committee 
agenda may be obtained by contacting the Curriculum Office at the San Jacinto campus (951) 487-3402, prior to 
the meeting. 

Next Curriculum Committee Meeting: December 7, 2009 al 3:30 at the Menifee campus in room #105alb. 
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The mission of Mt. San Jacinto College Is to Instructional Services-Curriculum Office 
provide quality, educationally enriching Curriculum Committee Meeting
experiences, programs and opportunities November 16, 2009 3:30 pmdesigned to empower students to serve as 


._.. ...,.,.,__..,... productive citizens In a dynamic and 

MSJC~ Menifee Valley Campus 

complex world. 	 Room #105 a/b • LRC HT. SANJACINTO COLLEGE 

MINUTES 

13Arca Representatives Artlculatlon Officer Administration 

U TBA, Applied Technology l::J J. McCurdy lt.J 
R. Rowley, VP of Instruction or 
Representative (Non-Voting) 

1:::1 0 . Candelaria, Buslness/CIS, MVC ~ P. James (Voti ng) 

W TBA, Buslness/CIS, SJC ~ J. Johnson (Voting) 

1:::1 
U 

G. Vargas, Socln l /Bchovloral Sci ence, MVC 

TBA. Socl11l/Behavloral Science, SJC 

Counselor (1) 
W 0 . May 

U P. Ney, Math and Science, MVC Support Staff (Non-Voting) 
i::J C. Hawkins, Assoc. Dean of 

M. Nance, Math and Science. SJC Re$earch and Planning 

l::::J J. Brown, Arts, MVC librarian (1) ~ K. DI Memmo, Inst. Support Coord. 

W TBA, Arts , SJC l:d M. Flores (Votl ng) U J, (Jared) Davi s, Enrollment Services 

l::::J M . Stewart, Letters and Language, MVC 
Faculty Co-Chair 

1:::1 v. Flournoy, Letters and Language, SJC Classlf led Senate (1) 
Angela Seavey, 

~ M. Cvetko, Student Development, SJC l:J Class Scheduling & 
Information Specialist 

1:::1 A. Durbin, All ied Health, MVC 

l::::I T. Blake, l.carnlne Center, MVC 

Faculty at t.al'8e (4) - Voting 	 Associated Students (2) 

~ R. Goetz, MVC 	 W TBA 

1::1 K. Billingsley, MVC 	 L..J TBA 

U vacant 

U vacant 

Visitors: Jason Bader (ARD, Erik Ozolins (ANTH), Carlos Lopez, Dewey Heinsma (ECON), David 
Hunt (ENGR), Stacey Searl-Chapin (PS), Jim Davis (HIST), Mike Jennings (FIRE), Mary Lou Dillard 
(Evaluator - on behalf of Jared Davis), Brian Hess (ENGR), Karen Meyers (NURS/AH), Shelley 
Aguilar (BIOL/ENVS), Alma Ramirez (READ), Andrea Hammock (READ), Roddy Rampersad (AUME), 
Bil Bergin (CSIS), Richard Lopez (CORR), Gloria Sanchez (ACCT), Michael Creighton (WATR), Lorney 
O'Connor (THA), Valerie Reed (SOCI), John Seed (ART), Colleen Saunders (DMS), Linda Middleton 
(CDE), Bob Bozonelos (MUS), Kathy Charles (PE), Roy Mason (ENVS/BIOL), Belinda Heiden-Scott 
(OTEC) 

I. 	 Ooenjng of Meeting 

I. 	 Call to Order - Michelle Stewart called the meeting to order at 3:30pm. 
2. 	 Minutes from October 26, 2009 approved via electronic vote to facilitate Board ofTrustees approval. 

II. 	 Comments of jndivjdual. groups. deleaations limited to agenda jtems 
None 

III. 	 Consent Agenda - Actjoo Items 

1. Final Approval - New Course Proposals-Second Reading 



NN. SOCI - I 0 I - Principles of Sociology (Revised Fully Online and Hybrid Online) 
(Item was tabled until course advances to :,·econd read) 

00. SOC! - I05/PSYC - I05 - Social Psychology (New Fully Online and Hybrid Online) 
(Item was tabled until course advances to seco11d read) 

PP. 	 SOCI - 110 - Media and Society (Revised Fully Online and Hybrid Online) 
(Item was tabled 1111til course advances to second read) 

2. Conceptual Approval - New Course Proposals- First Reading 

A. 	 ART - 093 - Graphic Design Practicum 
Catalog inclusion date: 20 I0-20 I I 
M - M. Cvetko, SC - J. Mccurdy 
Discussion: Jason Bader gave an overview of this course. Questions arose to the 
necessity ofa co-requisite. He indicated that this was a similar format used in the MUL 
courses. Approved to second read. 

B. 	 ART - 095 - Typography Practicum 
Catalog inclusion date: 20 I0-20 I I 
M - M. Cvetko, SC - J. McCurdy 
Discussion: Jason Bader provided an overview of this course. Questions arose to the 
necessity ofa co-requisite. He indicated that this was a similar format used in the MUL 
courses. Approved to second read. 

C. 	 ART - I 04 - World Art 

Catalog inclusion date: 20I0-20 11 

M - J. Johnson, SC - M. Cvetko 

Discussion: John Seed provided an overview of this course. 

Approved to second read. 


D. 	 A ME - I 0 I Mnintenoncc I ight Repair (MLR) I 
tntnlog inclusion date: 20 I 0 - 201,l · 
M - M. Cvetko, SC - A. Durbin 1 

Discussion: Roddy Rumpersad provided an overview of this course. Agenda should , 
reud AUME - IOI - Maintenance Light Repair (l\ILR) l, ~cpcatahility must be 
moc.lified to rcncct "1," the committee ug2estcd that a lab (or Practicum) be develope4 
und added with udditionul rcpcutability and offered as Pass/No Pass. Approved to, 
econd read - ~ubjed to integration of committee recommeodatioos, and reposting of 

rel'i ed OuClines to Tech Rcvicwt 

e. l I\ ME - I 09 - Muintcnance Light Repair (MLR) 11 , 

Catalog inclu~ion date: 20 I 0- 2011 ' 

(Form B m11 I be mocl(/ied lo include ?re-requisile) 
M. - M.Cvetko, SC - A. Durbin · 

Discussion: Roddy Rampers11d provided an overview of this course. Repeatability must~ 


be modified to rcncct "I," the committee suggested that a lab (or Practicum) be 

developed and added with additional repeatability and be offered a Pass/No Pass. 

Form B must be revi ed to Include Pre-requisite. 

Approved to second read - subject to integration ofcommittee recommendations and 

reposting of r~' bed Outlin~ to Tech Rc,·icw.' 




level of 100 .-Or above. Angela indicated that there are other 100 or above level courses 
withir the CSIS discipline that are listed in the college catalog as non-transferable. T he 
committee suggested that additional discussfon will take place at a future meeting. 
Approved to second read. 

S. 	 ECON -203 - Introduction to Environmental Economics 
Catalog inclusion date: 20 I 0-20 I I 
M - R. Goetz, SC - J. Mccurdy 
Discussion: Dewey Heinsma provided an overview of this course. The committee asked 
that the "grade of C or better" language be removed from the recommended 
preparation area on the Course Outline of Record. The committee also asked that the 
course author not specify the target audience in the catalog description. Approved to 
second read - subject to integration of committee recommendations, and reposting of 
revised Outlines to Tech Review. 

T. 	 ENGR 114 - Machine Tool Technology! 
Catalog inclusion date: 20 I 0-20 I I t 
M - J. Johnson, C - M. Cvctko 
Dbcussion: David Hunt provided an overview of this cours~ 
Appro,1ed to econd rcud. 

U. 	 ENGR - I16 - Energy Efticiency and Constructiof\ 
Catalog inclusion Jute: 20 I0-20 I I 
M - J . Johnson, C - M. Cvetko 
Discu~ ion: David Huot provided an overview of this course. 
Approved to second read. / 

V. 	 ENGR - 11 7 - Solar Photovoltaic 1nstaltation ~1
Catalog inclusion date: 20 I0-2011 1 
M - J. Johnson, SC :-M. Cvetko J 

Dl"tu. 	 ion: David Hunt provided an overview of this course. 
Approved to second rcadJ 

W. 	 ENGR- 118 - Solar Thermal lnstallatiOI'\ 
Catalog inclusion date: 20Io·-2011 I 

M - J. Johnson, SC - M. Cvetko . 
Discussion: David Hunt provided an overview of this course. 
Approved to second read. 

X. 	 ENGR- 119 - Small Wind Energy lnstallatiorn 
Catalog inclusion date: 2010-2011 ' 
l\1 - J . Johnson, SC - M. Cvetko 
Discussion: David Hunt provided an overview of this course. 
Approved to second readl 

Y. 	 FIRE - 122 - Principles of Fire and Emergency Services Safety and Survival 
Catalog inclusion date: 20 I0-20 11 
M - A. Durbin, SC - J. Johnson 
Discussion: Michael J ennings gave an overview of this course. Michelle Stewart asked 
that reference to ENVS - 100 be removed from the Prerequisite section of the agenda. 
The committee asked that a newer version of the textbook be added to the Course 
Outline of Record and that the TOP code be a six digit number. Approved to second 



between prerequisites and recommended preparation. Approved to second read 
subject to integration of committee recommendations, and reposting of revised Outlines 
to Tech Review. 

MM. SEMA - I 00 - Our Sustainable l· uturc 
Catalog inclusion date: 20I0-2011 t 
M - J . McCordy, SC - R. Goetz 
.Discussion: Kristi Di Memmo provided an overview of this course.. 
Approved to sc.!Ond read. 

NN. SEMA - I 0 I - Fundamentals of Energy Assessment in Business 
Catalog inclusion date: 20 I 0-20 I I 
M -J. McCurdy, SC- R. Goetz 
Discussion: Kristi Di Memmo provided an overview of this course. Michelle Stewart 
indicated that the course title on agenda is incorrect and should say" Fundamentals of 
E nergy Assessment in Business." Approved to second read. 

00. SEMA- 110 - Managing Sustainabi lity Business Practices 
Catalog inclusion date: 20 I0-20 11 
M-J. Mccurdy, SC - R. Goetz 
Discussion: Kristi Di Memmo provided an overview of this course. J a net McCurdy 
indicated that GE area listed on Form Bin inappropriate. Course author was asked to 
revise Form A and B to indicate "Sta nd Alone" ifappropriate GE area is not identified. 
Approved to second read - subject to integration of committee recommendations, and 
reposting of revised Outlines to Tech Review. 

PP. SOC I - 124 - Foundations for Social Research 
Catalog inclusion date: 20 I0-20 11 
M - T. Blake, SC- J. Johnson 
Discussion: Valerie Reed provided an overview of this course. 
Approved to second read. 

QQ. YEW - I 06 - Hospitality in the Winemaking Industry 
Catalog inclusion date: 2010-20 11 
M - J. McCurdy, SC - R. Goetz 
Discussion: Rich Rowley provided an overview of this course and the future direction of 
this program. 
Approved to second read. 

RR. YEW - I 08 - Winery Business Principles 
Catalog inclusion date: 20 I 0-20 I l 
M - J. McCurdy, SC - R. Goetz 
Discussion: Rich Rowley provided an overview of this course a nd the future direction of 
this program. The total hours on the Form B must reflect 48-54, rather than 3. 
Approved to second read  subject to integration of committee recommendations, and 
reposting of revised Outlines to Tech Review. 

SS. YEW - 149 - Occupational Internship: Viticulture, Enology, and Winemaking 
Catalog inclusion date: 20 I0-2011 
M - .J. McCurdy, SC- R. Goetz 



prerequisite. Approved to second read - subject to integration of committee 
recommendations, and reposting of revised Outlines to Tech Review. 

llII. 	 SOCT - 141 - Case Services and Advocacy in Human Services 
Catalog inclusion date: 20I0-2011 
M - J. Mccurdy, SC - M. Cvetko 
Discussion: Valerie Reed provided an overview of this course. The committee 
asked the course author to revise Form A and Form E's to remove the previous 
prerequisite. Approved to second read - subject to integration of committee 
recommendations, and reposting of revised Outlines to Tech Review. 

JJJJ . 	 SOCI - 150 - Introductory Field Work in Human Services 
Catalog inclusion date: 2010-201 l 
M - J. McCurdy, SC - M. Cvetko 
Discussion: Valerie Reed provided an overview of this course. The committee 
asked the course author to revise Form A and Form E' s to remove the previous 
prerequisite. Ap1uoved to second read - subject to integration ofcommittee 
recommendations, and reposting of revised Outlines to Tech Review. 

KKKK. 	 THA - 114 - Intermediate Movement for Actors (Deactivation) 
Catalog exclusion date: 2010-2011 
M - M. Nance, SC - R. Goetz 
Discussion: Lorney O'Connor provided an overview of this course. 
Approved to second read. 

LLLL. 	 THA - 120 - Lighting 
Catalog inclusion date: 20 I 0-20 I I 
M - M. Nance, SC - R. Goetz 
Discussion: Lorney O' Connor provided an overview of this course. 
Approved to second read. 

MMMM. 	 THA - 124 - Scenic Painting 
Catalog inclusion date: 20I0-2011 
M - M. Nance, SC - R. Goetz 
Discussion: Lorney O'Connor provided an overview of this course. 
Approved to second read. 

NNNN. THA - 125 - Children's Theatre (Deactivation) 

Catalog exclusion date: 20I0-2011 

M - M. Nance, SC - R. Goetz 

Discussion: Lorney O' Connor provided an overview of this course. 

Approved to second read. 


4. 	 Conceptual Approval - Prerequisite/Co-requisite/Advisory Proposals- First Reading 
Global Approval 
M - M. Cvetko, SC - M. Flores 
Discussion: Items A-FFF were approved with changes as noted with earlier suggestions (course 
approvals). 

A. 	 ACCT - 080 - Deducting The Cost of Business Assets 

Prerequisite: None 




Recommended Preparation: Knowledge ofgeneral financial accounting principles and 
taxation. 
Catalog inclusion date: 20I0-201 1 

B. 	 ACCT - 126 - Beginning Computer Accounting 
Prerequisite: ACCT - 124 (with a grade of C or better) 
Co-requisite: ACCT - 124 
Catalog inclusion date: 20 I 0-20 I I 

C. 	 ART - I L5 - Painting I 
Prerequisite: ART - I 08 or ART - 120 (with a grade of C or better) or portfolio. 
Catalog inclusion date: 20I0-2011 

D. 	 ART - I 16 - Painting II 
Prerequisite: ART - 11 5 (with a grade ofC or better) or portfolio. 
Catalog inclusion date: 20I0-2011 

E. 	 ART - 125 - Typography I 
Prerequisite: None (previously Recommended Preparation of ART - 120) 
Catalog inclusion date: 20 I 0-20 I I 

G. 	 BIOL - 132 - Biotechnology 11 
Prerequisite: BIOL - 150 (with a grade of C or better) or BIOL - 131 (with a grade of C or 
better) 
Catalog inclusion date: 2010-20 I I 

H. 	 BIOL - 133 - Biotechnology Ill 
Prerequisite: BIOL- 132 (with a grade of C or better) 
Catalog inclusion date: 20I0-20 11 

I. 	 BIOL - 151 - General Biology II 
Prerequ isite: BIOL - 150 (with a grade of C or better) 
Catalog inclusion date: 20I0-20 11 

J. 	 CSIS 11 5A - Web Development - Level I 
Prerequisite: CSIS - I03 (with a grade ofC or better) 
Recommended Preparation: Students need to have basic computer skills including a good 
understanding of tile management. 
Catalog inclusion date: 20 I0-20 11 

K. 	 CSIS - I25A - Web Development - Level 2 
Prerequisite: CSIS - l 15A (with a grade of C or better) or MUL - 11 2 (with a grade of C or 
better) 
Recommended Preparation: Good computer navigation skills and a good understanding of 
HTML and CSS are needed. 
Catalog inclusion date: 20 I0-2011 

L. 	 CSIS - 171 L - Service Desk Lab 



REMOVE: Advisory: ENGL - IO I 
Catalog inclusion date: 20I0-20 11 

X. ENGL - 225 - Film and Literature 
ADD: Prerequisite: ENGL - 101 (with a grade of C or better) 
REMOVE: Advisory: ENGL  I 0 I 
Catalog inclusion date: 20 10-20 11 

Y. ENGL - 230 - English Literature: Anglo-Saxon to 1775 
ADD: Prerequisite: ENGL - I 0 l (with a grade of C or better) 
REMOVE: Advisory: ENGL  10 I 
Catalog inclusion date: 20 I0-201 I 

Z. ENGL  23 1 - English Literature: 1775 to Present 
ADD: Prerequisite: ENGL  I 0 I (with a grade of C or better) 
REMOVE: Advisory: ENGL - I 0 I 
Catalog inclusion date: 20 I0-20 11 

AA. ENGL-240  American Indian Literature (formerly Native American Literature) 
ADD: Prerequisite: ENGL  I 01 (with a grade of C or better) 
REMOVE: Advisory: ENGL  IOI 
Catalog inclusion date: 2010-20 I I 

BB. ENGL  250 - Women and Literature 
ADD: Prerequisite: ENGL  I 0 I (with a grade of C or better) 
REMOVE: Advisory: ENG L - I 0 I 
Cata log inclusion date: 20 I0-20 11 

CC. ENGL -260 - Introduction to African American Literature (fom1erly Introd uction to 
African-American Literature) 
ADD: Prerequisite: ENGL  101 (with a grade ofC or better) 
REMOVE: Advisory: ENG L - 101 
Catalog inclusion date: 20 I 0-20 I I 

DD. ENGL - 280 - Multiethnic Literature (formerly Multi-Ethnic Literature) 
ADD: Prerequisite: ENGL  IOI (with agradeofCorbetter) 
REMOVE: Advisory: ENGL - 101 
Catalog inclusion date: 20 I 0-20 LI 

EE. ENGL  285  World Literature: Antiquity to 1650 
ADD: Prerequisite: ENGL - 10 1 (with a grade ofC or better) 
REMOVE: Advisory: ENGL  I 0 I 
Catalog inclusion date: 20 I 0-20 I I 

FF. ENG L - 286 - World Literature: 1650 to Present 
ADD: Prerequisite: ENGL  I 0 I (with a grade of C or better) 
RE~OVE: Advisory: ENG L - IOI 
Catalog inclusion date: 2010-2011 



Catalog inclusion date: 20I0-2011 

llH. 	 ENGR - I18 - Solar Thermal Installatiqn 
Prerequisite: SEMA - I 00 (with a grade ofC or better) and ENGR - 114 (with a grade ofC~ 

or better) 

Catalog inclusion date: 2010-201 11 


II. ~ ENGR - 11 9 - mall Wind Cncrgy lnstallutiall! 
Prerequisite: SEMA - I00 (with n gr.1de of C ot better) and ENGR -
or better) 
Catalog inclusion date: 20 I 0-20 i 1< 

JJ. 	 ENVS - 102 - Environmental Science Laboratory 
Prerequisite: ENVS - I 0 I (with a grade of C or better) 
Catalog inclusion date: 20 I0-2011 

KK. 	 FIRE - I 07 - Fire Apparatus and Equipment 
Prerequisite: Fl RE - I 0 I (with a grade ofC or better) 
Catalog inclusion date: 20I 0-2011 

LL. 	 FIRE - I 08 - Fire Investigation IA 
Prerequisite: Fl RE - I 0 I (with a grade ofC or better) 
Catalog inclusion date: 2010-2011 

11 4 (with a grade of C 1 

MM . FIRE - 122  Principles of Fire and Emergency Serv ices Safety and Survi val 
Prerequisite: FIRE - 101 (with a grade ofC or better) 
Catalog inclusion date: 20 I0-20 11 

NN. LEG  I 07 - Research and Writing for Legal Assistant 
Prerequisite: LEG  104 (with a grade ofC or better) 
Catalog inclusion date: 20 I0-2011 

00. MA TH - I05  College Algebra 
Prerequisite: MATH - 096 (with a grade ofC or better) 
Catalog inclusion date: 20 I0-201 1 

PP. MUS  214  Guitar Ensemble 
Prerequisite: MUS  125 (with a grade of C or better) 
Catalog inclusion date: 2010-20 11 

QQ. NURS - 064R - Nursing Skills Laboratory  Remediation 
Prerequisite: Nursing Program Probationary, Requi res Instructor Consent 
Catalog inclusion date: 20I0-201 1 

RR. OTEC  178 - Offi ce Procedures and Systems 
REMOVE: Advisory: Students should be able to keyboard at least 30 wpm and be able to 
correctly form at memos and letters in a word processing program such as MS Word. 
Catalog exc lusion date: 20 I0-20 11 

SS. PE - I 00 - Introduction to Physical Education 
Prerequisite: None 
Recommended Preparation: REA D- 063 



Approved to second read. 

M. 	 Theater Arts A.A. Degree - Revision 
Catalog inclusion date: 20 I 0-20 I I 
M - M. Cvetko, SC - J. Johnson 
Discussion: Lorney O'Connor provided an overview of the major degree revision. 
Approved to second read. 

7. 	 Conceptual Approval - Major Procedure Revisions-First Reading 

A. 	 Reading Competency - Tabled incomplete submission 

V. Information/Discussion Agenda 

1. 	 Revised ECC AJ - Corrections (Revised backup materials attached) 
Discussion: Joyce Johnson provided an overview of this ECC for AJ - Corrections. 

Items 2-16 will be tabled until the next meeting. 
2. 	 New ECC AUME- Honda Fast Track 1 

3. 	 New ECC BADM - Sustainable Energy Management for Business 
4. 	 New ECC BADM - Event Operations Management (EOM) 
5. 	 New ECC CSJS - ervice Desk Ha.rdware upport 
6. 	 New ECC C I - ervice Desk Sonware ~ upport. 
7. 	 New ECC ENGR - olar IhennaITechnology 
8. 	 New ECC ENGR - Green Collar Manufacturing · 
9. New ECC ENGR - olar Photovoltaic Technology 

I0. New ECC ENGR - mall Wind Energy Technology 1 

I I. 	 Revised ECC LEG - Legal Office Support 
12. 	 Revised ECC MUL - Web Design Concentration 
13. 	 Revised ECC MUL - Internet Authoring 
14. 	 New ECC VEW- Viticul ture, Enology and Winery Technology Program 
15. 	 Proposed New Certificate and Associate Degree Program - Biotechnology 
16. 	 COE Continuing Education 

VI. Adjournment 
M - J. McCurdy, SC - M. Nance. Meeting adjourned at 7:42pm 

Additional information or available background material regarding any Item will be on the Curriculum Commillee 
agenda may be obtained by contacting the Curriculum Office at the San Jacinto campus (951) ./87-3402, prior to 
the meeting. 

Next Curriculum Commillee Meeting : December 7, 2009 at 3:30 at the Menifee campus in room #105alb. 



HT. SAN JACINTO COLLEGE 

The mission of Mt. San Jacinto College Is to Instructional Servlces-Currlculum Office 
provide quality, educ.atlonally enriching Curriculum Committee Meeting 
experiences, programs and opportunities December 7, 2009 3:30 pmdesigned to empower students to serve as 

Menifee Valley Campus productive citizens In a dynamic and 
complex world. Room #105 alb - LRC 

AGENDA 

13 Area Representatives 	 Artlculatlon Officer Administration 
R. Rowley, VP of lns tnoc tlon o r 


U TBA. Applied Technology CJ J. Mccu rdy c:J Rep res e.nta t i ve (Non-Voting) 


U o. Candela ria, Buslness/CIS, MVC W P. James (Voti ng) 


U TBA, Buslness/CIS, SJC W J. Jo hnson (Voting) 


U G. Vargas, Socia I/Behavioral Science, MVC Counselor (1) 


L.J 	 1llA, Soclal/llehttvlora l Science, SJC W O. May 

L.J 	 K. Biiiingsiey, Ma th and Science, MVC Support Stilff (Non-voting) 

LJ C. Hawkins, Assoc. Dean of
L.J 

M . Nance, Ma th and Science. SJC Research and Planning 

U J. Brown, Arts, MVC Ubrarlan (1) U K. 01 Memmo, Inst. Support Coord . 

U TllA, Arts, SJC W M. Flori!$ (Voting) LJ J. (Jared) Davis, Enroll ment Services 

U 	 M . Stewa rt, Letters i nd Language, MVC 

Faculty Co·Chalr 


U V. Flournoy, Letters a nd lilng1.1a ge, SJC Classified Senate (1) 


Angel11 Se11vey,

L.J 	 M. Cvetko, Student Devel o pment. SJC U Class Scheduling & 


Information Specialist 


U 	 A. D1.1rbln, Al lied Health, MVC 

U 	 T. Blake, Learning Center, MVC 

Faculty at Large (4) · Voting 	 Associated Students (2) 

L.J It Goetz, MVC L.J TBA 


U Vacant LJ TBA 


U vacant 


U Vacant 


Visitors: 

I. 	 Openjnq of Meetjnq 

I . 	 Call to Order 
2. 	 Approval of November 16, 2009 minutes. 

II. 	 Comments of individual, groups. deleaations limited to agenda items 
Public comments are limited to agenda items and shall be no more than fi ve (5) minutes per speaker and 
twenty (20) minutes per subject unless further time is granted by the Curriculum Committee. 

III. 	 Consent Agenda - Action Items 

1. Final Approval - New Course Proposals-Second Reading 
A. 	 ART - 093 - Graphic Design Practicum 


Catalog inclusion date: 20 I0-2011 


B. 	 ART - 095 - Typography Practicum 

Catalog inclusion date: 2010-20 11 




C. 	 ART- I 04 - World Art 
Catalog inclusion date: 20I0-20 11 

b:' ' AUMlv ~·U\h.~M!faintenanceLight R.eJ>9'ir (MLR) 1: 
C~aJ8gh\clusion d~te: 2Ql'C!-+Otf 
(Revf$ed backup materials attached) ! 

E. 	 AUME - l99 -:.Ma\~~e!1.~nse .Lish.! Repair (MLR) W 
C.atalog inclusion d~te: 20l 0- 2011 1 

(Rivlsed backup material.f; attaclted)J 

P. 	 BADM - 124 - lntroduction to Lodging Operations 
Catalog inclusion date: 20 I 0-20 I I 
(Revised backup materials atta'ched) 

G. 	 BADM - 125 - Hotel Convention Services and Operations 
Catalog inclusion date: 20I0-2011 
(Revised backup materials attached) 

H. 	 BADM - 126 - Destination Management for Conventions and Visitors 
Catalog inclusion date: 20I0-2011 
(Revised backup materials attached) 

I. 	 BADM - 127 - Event/Meeting Planning and Management 
Catalog inclusion date: 20I0-2011 
(Revised backup materials attached) 

J. 	 BfOL - 131 - Introduction to Biotechnology 
Catalog inclusion date: 20 I0-20 11 
(Revised backup materials attached) 

K. 	 BIOL - 132 - Biotechnology 11 
Catalog inclusion date: 20 I0-2011 
(Revised backup materials uttaclted) 

L. 	 BIOL - 133 - Biotechnology Ill 
Catalog inclusion date: 20l0-2011 
(Revised documents posted to Tech Review by deadline, hard copies available at meeting) 

M. 	 BJOL - 139- lntroduction to Biotechnology Laboratory 
Catalog inclusion date: 2010-2011 
Note: At First Read, tlte title wa.~ BIOL - 230-/ntroduction to Biotech110/ogy Laboratory 

N. 	 COE - 118 - Equity and Diversity in Early Childhood 
Catalog inclusion date: 20I0-2011 

0. 	 CSIS - I 25A - Web Development - Level 2 
Catalog inclusion date: 20 I 0-20 I I 
(Revised backup materials attached) 



P. CS IS - 150 - Using Microsoft Windows 
Catalog inclusion date: 20 I 0-20 I I 
(Required revised materials not received) 

~. 

R. C§l~:·~}}l,.L.,~ $ervice .O~_sk Labt 
Catalog inclusion date: 20 l 0-20 l IJ 

s. ECON - 203 - Introduction to Environmental Economics 
Catalog inclusion date: 20 I 0-20 I I 
(Revised backup materials attached) 

T. ENGR 1.14 - Machipe, TooJ.~r~chnqlogy.I 
Catalog inclusion date: 2010.:2011 ~· 

u. ENGR- l 16 -; Eri~rgx E{(i9jency ard Constructioll' 
Catalog inclusion date: 20 l0-201 1· 

V. ~NOR- 11 7 ~SolarP)lQto,vplta),s Installation r 
Catalog inclusion date; 2010-20111 ( 

w. 

x. 

Y. FIRE - 122  Principles of Fire and Emergency Services Safety and Survival 
Catalog inc lusion date: 2010-201 1 
(Revised backup materials attached) 

z. HIST - 16 1- Global History of World War I 
Catalog inc lusion date: 20I0-201 1 

AA. HIST  162 - History of the Vietnam War 
Catalog inclusion date: 20 I 0-20 I I 

BB. LEG  I 07 - Research and Writing for Legal Assistant 
Catalog inclusion date: 20 I 0-20 I I 
(Revised backup materials attached) 

cc. MUS  214 - Guitar Ensemble 
Catalog inclusion date: 20 I0-201 1 

DD. NURS - 064R - Nursing Skills Laboratory - Remediation 
Catalog inclusion date: 20 I 0-20 I I 
(Revised materials attached) 

EE. OTEC - 050 - Keyboarding and Software Application Lab 
Catalog inclusion date: 20 I 0-20 I I 



(Revised backup materials attached) 

FF. PE - 1 I 4A  Strength Training: Circuit 
Catalog inclusion date: 20 I0-2011 
(Revised backup materials attached) 

GO. PE  11 48  Strength Training: Free Weights 
Catalog inclusion date: 20 I0-2011 
(Revised backup materials attached) 

HH. PE  114C - Powerlifting 
Catalog inclusion date: 20 10-201 I 

II . PE  118  Beginning Step Aerobics 
Catalog inclusion date: 20 I0-201 1 
(Revised backup materials al/ached) 

JJ. PE - 124A - Theory of Football : Offense 
Catalog inclusion date: 20I0-201 1 
(Revised backup materials al/ached) 

KK. PE  1248 - Theory of Footbal l: Defense 
Catalog inclusion date: 20 I 0-20 I I 
(Revised backup materials attaclred) 

LL. PE - 125  Strength and Conditioning for Football 
Catalog inclusion date: 20 I 0-20 I l 
(Revised backup materials attached) 

NN. SEMA - I 0 I - Fundamentals of Energy Assessment in Business 
Catalog inclusion date: 20 I 0-20 I I 

00. SEMA - 110  Managing Sustainability Business Practices 
Catalog inclusion date : 20 I 0-20 I I 
(Revisetl backup materials attaclred) 

PP. SOC! - 124 - Foundations for Social Research 
Catalog inclusion date: 20I0-20 11 

QQ. YEW  I 06 - Hospitality in the Winemaking Industry 
Catalog inclusion date: 20I0-20 11 
(Revised backup materials attached) 

RR. YEW  l 08 - Winery Business Principles 
Catalog inclusion date: 20 I 0-20 I I 
(Revised backup materials attached) 

SS. YEW  149  Occupational Internshi p: Viticulture, Enology, and Winemaking 
Catalog inclusion date: 20 I 0-20 I I 



Catalog inclusion date: 20 I0-20 11 

(Revised materials attached) 

KKKK. 	 THA - 114 - Intermediate Movement for Actors (Deactivation) 

Catalog exclusion date: 20 I 0-20 l l 


LLLL. 	 THA - 120 - Lighting 

Catalog inclusion date: 20l0-20 11 


MMMM. 	 THA - 124 - Scenic Painting 

Catalog inclusion date: 2010-2011 


NNNN. THA - 125 - Children's Theatre (Deactivation) 

Catalog exclusion date: 20 I0-201 1 


3. Final Approval - Prerequisite/Co-requisite/Advisory Proposals- Second Reading 
A. 	 ACCT - 080 - Deducting The Cost of Business Assets 


Prerequisite: None 

Recommended Preparation: Knowledge ofgeneral financial accounting principles and 

taxation. 

Catalog inclusion date: 20I0-20 11 


B. 	 ACCT - 126 - Beginning Computer Accounting 

Prerequisite: ACCT - 124 (with a grade ofC or better) 

Co-requisite: ACCT - 124 

Catalog inclusion date: 20 I0-20 11 


C. 	 ART - I 15 - Painting I 

Prerequisite: ART - I08 or ART - 120 (with a grade of C or better) or portfolio. 

Catalog inclusion date: 20 I 0-20 I I 


0. 	 ART - 116 - Painting II 

Prerequisite: ART - 11 5 (with a grade of C or better) or portfolio. 

Catalog inclusion.date : 20 L0-201 I 


E. 	 ART - 125 - Typography I 

Prerequisite: None (previously Recommended Preparation ofART - 120) 

Catalog inclusion date: 20I0-2011 


G. 	 BfOL - 132 - Biotechnology II 

Prerequisite: BIOL - 150 (with a grade ofC or better) or BIOL - 13 1 (with a grade of C or 

better) 

Catalog inclusion date: 20 I0-20 11 


H. 	 BIOL - 133 - Biotechnology Tl I 

Prerequisite: BIOL - 132 (with a grade ofC or better) 

Catalog inclusion date: 2010-20 11 




I. 	 BIOL - 151 -General Biology JI 
Prerequisite: BIOL - 150 (with a grade of C or better) 
Catalog inclusion date: 20 10-2011 

J. 	 CSIS 11 SA - Web Development - Level 1 (fonnerly HTML Programming, Level I) 
Prerequisite: CSIS - 103 (with a grade ofC or better) 
Recommended Preparation: Students need to have basic computer skills including a good 
understanding of file management. 
Catalog inclusion date: 20I0-20 11 

K. 	 CSIS - 125A - Web Development - Level 2 
Prerequisite: CSIS - l I 5A (with a grade ofC or better) or MUL - 11 2 (with a grade of C or 
better) 
Recommended Preparation: Good computer navigation skills and a good understanding of 
HTML and CSS are needed. 
Catalog inclusion date: 2010-201 1 

L: 	•· CS1S.r.-.l$~lir.l'T•S.0niJco,Desk.Lab,t' 
~~SiS-171 (witK-algrade ofC or betler)1 
etrrr&~J;tfi·ctusioff date: '20'10-201 ff 

M. 	 DMS - 136 - Clinical Experience IV 
Prerequisite: OMS - 124 (with a grade of C or better) 
Catalog inclusion date: 20 I0-201 1 

N. 	 ECON - 201 - Principles of Macroeconomics 
Prerequisite: MATH - 096 (with a grade of C or better) 
Cata log inclusion date: 20 I0-2011 

0. 	 ECON - 202 - Principles of Microeconomics 
Prerequisite: MATH - 096 (with a grade of C or better) 
Catalog inclusion date: 20 I 0-20 I I 

P. 	 ECON - 203 - Introduction to Environmental Economics 
Prerequisite: None 
Recommended Preparation: ECON - 202 
Catalog inclusion date: 20I0-2011 

Q. 	 ENGL/ED - 132 - Adolescent Literature 
ADD: Prerequisite: ENGL - I 0 I (with a grade ofC or better) 
REMOVE: Advisory: ENGL - 101 
Catalog inclusion date: 20 I0-20 11 

R. 	 ENGL - 203 - Survey of Shakespeare 
ADD: Prerequisite: ENGL - 101 (with a grade ofC or better) 
REMOVE: Advisory: ENGL - 101 
Catalog inclusion date: 20 I0-2011 

S. 	 ENGL - 205 - World Folklore 
ADO: Prerequisite: ENGL - IOI (with a grade ofC or better) 
REMOVE: Advisory: ENGL - 101 
Catalog inclusion date: 20 I 0-20 I I 



DD. ENGL - 280 - Multiethnic Literature (formerly Multi-Ethnic Literature) 
ADD: Prerequisite: ENGL - I01 (with a grade of C or better) 
REMOVE: Advisory: ENGL - I01 
Catalog inclusion date: 20I0-201 1 

EE. 	 ENGL - 285 - World Literature: Antiquity to 1650 
ADD: Prerequisite: ENGL - I 0 I (with a grade of C or better) 
REMOVE: Advisory: ENGL - 101 
Catalog inclusion date: 20I0-201 1 

FF. 	 ENGL - 286 - World Literature: 1650 to Present 
ADD: Prerequisite: ENGL - IOI (with a grade ofC or better) 
REMOVE: Advisory: ENGL - 10 1 
Catalog inclusion date: 20 I0-20 11 

1100•··	 ENGR..:- JJJ,--c- Solar.PhotovoJtajc.ll)St.a.Uatio!J 
P,1erequisite:·SEMA - rnO (with a graCie ofC or better) and ENGR 
?~)s,tter~) , 

<Catalog'i nclusion date: 2010-2011 : 


HH. 	 ENGJl~-:- l J~ - ~olar J b.e.nnal Installation !./ 
~equ~ite: SBMA-100 (with a, grade of,'C or better) and ENGR 
~ibetter~ 
Catalog inclusion date: 2010-201 1 ! 

IL 	 ENGR - 1l9 - .Sm~IJ. Wind Energy Installation ' 
Pmr.ec4':lJsite:'SEM.A-100 (with a grade ofC or better) and ENGR 
2~..&c·tt~~} 
Catafog rncJusion date: 20 l 0-20 I I ; 

JJ. 	 ENVS - I02 - Environmental Science Laboratory 
Prerequisite: ENVS - I 0 I (with a grade of C or better) 
Catalog inclusion date: 20 I 0-20 I I 

KK. 	 Fl RE - I07 - Fire Apparatus and Equipment 
Prerequisite: FIRE - I 0 I (with a grade of C or better) 
Catalog inclusion date: 20 10-20 11 

LL. 	 FIRE - I 08 - Fire Investigation IA 
Prerequisite: FlRE - I 0 I (with a grade ofC or better) 
Catalog inclusion date: 20 I0-201 1 

114 (with a grade of C t 

11 4 (with a grade of Cl 

114 (with a grade ofc,· 

MM. FIRE  122  Principles of Fire and Emergency Services Safety and Survival 
Prerequisite: FrRE - 10 I (with a grade of C or better) 
Catalog inclusion date: 20 I0-2011 

NN. LEG  I07  Research and Writing for Legal Assistant 
Prerequisite: LEG  I 04 (with a grade of C or better) 
Catalog inclusion date: 20 I 0-20 I I 

00. MATH  I05  College Algebra 
Prerequisite: MATH  096 (with a grade of C or better) 



V. 	 ENVS - I02H - Honors Environmental Science Laboratory 

Catalog inclusion date: 20I0-2011 


W. 	 HIST - I03H - Honors History of World Civi lizations to 1500 

Catalog inclusion date: 20I0-201 1 


X. 	 HIST- I06H - Honors The World Since 1900 

Catalog inclusion date: 2010-2011 


Y. 	 HIST - 111 H- Honors U.S. History to 1877 

Catalog inclusion date: 20 I0-2011 


Z. 	 HIST - I I 9H - Honors Civil War and Reconstruction, l 860-1876 
Catalog inclusion date: 20 I0-2011 

AA. 	 HIST - I 20H - Honors California History 

Catalog inclusion date: 20I0-2011 


BB. HIST - 161H - Honors Global History of World War I 

Catalog inclusion date: 2010-20 11 


CC. 	 HIST - 162H - Honors History of the Vietnam War 

Catalog inclusion date: 20 I 0-20 I I 


DD. 	 MATH - IOSH - Honors College Algebra 

Catalog inclusion date: 2010-20 11 


EE. 	 NUTR - IOOH - Honors Family Nutrition 

Catalog inclusion date: 20 I0-20 11 


FF. 	 PS - I 0 I H - Honors American Government and Politics 

Catalog inclusion date: 20I0-20 11 


HH. 	 PS - I02H - Honors Comparative Politics and Government 

Catalog inclusion date: 20I0-2011 


11. 	 PS - I 03H - Honors Ethnic Politics in America 

Catalog inclusion date: 20 I0-2011 


JJ. 	 SOCI - 101 H - Honors Principles of Sociology 

Catalog inclusion date: 20 I 0-20 I I 


KK. SOCT - IOSH/PSYC - IOS H - Honors Social Psychology 
Catalog inclusion date: 20I0-20 11 

IV. 	 Open Agenda - Actjon Item 

1. 	 Final Approval - Distance Education Addendum Proposals-First and Only Reading 



A. 	 ACCT - 080 - Deducting The Cost of Business Assets (Revised Fully Online and Hybrid 
Online) 

B. 	 ACCT - 126 - Beginning Computer Accounting (Revised Fully Online and Hybrid Online) 

C. 	 ART - 104 - World Art (New Fully Online and Hybrid Online) 

D. 	 ART - 125 - Typography I (Revised Hybrid Online) 

E. 	 CSIS - I I 5A - Web Development - Level I (Revised Fully Online and Hybrid Online) 

F. 	 CSIS - 125A - Web Development - Level 2 (New Fully Online and Hybrid Online) 

G. CSIS - 150 - Using Microsoft Windows (New Fully Online and Hybrid Online) 

l\::; ·~. CSrS -171 - Service Desk Concepts (New Fully Online and Hybrid Online) i 

I. 	 ECON - 20 I - Principles of Macroeconomics (Revised Fully Online and Hybrid Online) 

J. 	 ECON - 202 - Principles of Microeconomics (Revised Fully Online and Hybrid Online) 

K. 	 ENGL - 207 - American Literature: Pre-Colonial to 1865 (Revised Hybrid Online) 

L. 	 ENGL - 208 - American Literature: 1865 - to Present (Revised Hybrid Online) 

M. 	 ENGL - 220 - Analysis of Fiction (Revised Hybrid On line) 

N. 	 ENGL - 230 - English Literature: Anglo-Saxon to 1775 (New Fully Onl ine and Hybrid 
Online) 

0. 	 ENGL - 250 - Women and Literarure (Revised Hybrid Online) 

P. 	 ENGL - 260 - Introduction to African American Literature (Revised Hybrid Online) 

Q. 	 ENGL - 285 - World Literature: Antiquity to 1650 (New Fully Online and Hybrid On line) 

R. 	 ENGL - 286 - World Literature: 1650 to Present (New Fully Online and Hybrid Online) 

S. 	 ENVS - 100 - Humans and Scientific Inquiry (New Fully Online and Hybrid Online) 

T. 	 ENVS - I 0 I - Environmental Science (Revised Fully Online and Hybrid Online) 

U. 	 HS - 121 - Fundamentals ofHealthful Living (Revised Fully Online and Hybrid Online) 

V. 	 HIST - I03 - History of World Civilizations to 1500 (Revised Fully Online and Hybrid 
Online) 

W. 	 HIST - 111 - U.S. History to 1877 (Rev ised Fully Online and Hybrid Online) 

X. 	 HIST - 16 1 - Global History of World War I (New Fully On line and Hybrid Online) 

Y. 	 HIST - 162 - I!istory of the Vietnam War ( New Fu lly Online and l lybrid Online) 



z. LEG - I 04 - Law Office Management (New Fully Online and Hybrid Online) 

/\A. LEG - 107 - Research and Writing for Legal Assistant (New Fully Online and Hybrid 
Online) 

BB. LEG - 140 - Bankruptcy Law (New Fully Online and Hybrid Online) 

CC. LEG - 150 - Probate Law and Procedures (New Fully Online and Hybrid Online) 


DD. MATH - 105 -College Algebra (Revised Fully Online and Hybrid Online) 


EE. NUTR - 100 - Family Nutrition (Revised Fully Online and Hybrid Online) 


FF. OTEC - 144 - Keyboarding and Document Formatting (Revised Fully Online and Hybrid 

Online) 

GG. OTEC - 178 - Office Procedures and Systems (Revised Fully Onl ine and Hybrid Online) 

HH. PE- 100 - introduction to Physical Education (New Fully Online and Hybrid Online) 

II. PS - I 0 I - American Government and Politics (Revised Fully Online and Hybrid Online) 


JJ . PS - I 02 - Comparative Politics and Government (New Fully Online and Hybrid Online) 


KK. READ - 064 - Intermediate Reading (New Fully Online and I lybrid Onl ine) 


LL. SOCI - 101 - Principles of Sociology (Revised Fully Online and Hybrid Online) 


MM. SOCI - I 05/PSYC - I 05 - Social Psychology (New Fully Online and Hybrid Online) 


NN. SOCI - 110 - Media and Society (Revised Fully Online and Hybrid Online) 


2. 	 Conceptual Approval - New Course Proposals- First Reading 

None 


3. 	 Conceptual Approval - Major Course Revisions-First Reading 

None 


4. 	 Conceptual Approval - Prerequisite/Co-requisite/Advisory Proposals- First Reading 
None 

5. 	 Conceptual Approval - New Program Proposals-First Reading 

None 


6. 	 Conceptual Approval - Major Program Revisions-First Reading 

None 


7. Conceptual Approval - Major Procedure Revisions-First Reading 

A. Reading Competency - Tabled incomplete submission 

V. InformationI Discussion Agenda 

L New ECC AUME - Honda Fast Tracf< 
2. New ECC BADM - Sustainable Energy Management for Business 
3. New ECC BADM - Event Operations Management (EOM) 



4. Ne\ ECC CSI - Service Desk I lnrdware Support ~ 
5. New ECC C IS - . crvice Desk Sofiwurc Suppurt I 
6. New ECC ENGR - o13r Thcnnal Technology 
7. New ECC t:.NGR-Green Collar Manutacturiny 
8. New ECC ENGR - olar Photovoltaic Technolog;y 
9. New ECC ENGR - mall Wind Energy Technology 

I0. Revised ECC LEG - Legal Office Support 

11. Revised ECC MUL - Web Design Concentration 
12. Revised ECC CJS - Internet Authoring 

(Revised material.\' attaclted) 
13. New ECC YEW - Viticulture, Enology and Winery Technology Program 
14. Proposed New Certificate and Associate Degree Program - Biotechnology 
15. COE Continuing Education 

VI. Adjournment 

Additional information or available background material regarding any Item will be on the Curriculum Commillee 
agenda may be obtained by contacting the Curriculum Office at the San Jacinto campus (951) 487-3-102, prior to 
the meeting. 

!(required, the next Curriculum Committee Meeting will be held on December 14, 2009 at 3:30 at the Menifee 
campus in room #105alb. Otherwise, the next regularly scheduled Curriculum Meeting will be held on January 25, 
2010 at 3:30pm at the San Jacinto Campus in room #1254. 



The mission of Mt. San Jacinto College Is to Instructional Servlces-Currlculum Office 
provide quality, educationally enriching Curriculum Committee Meeting 
experiences, programs and opportunities December 7, 2009 3:30 pmdesigned to empower students to serve asMfilC~ 
productive citizens In a dynamic and Menifee Valley Campus 

HT. SAN JACINTO COLLEGE complex world. 	 Room #105 a/b • LRC 

MINUTES - Revised 

13Area Representatives Artlculatlon Officer Administration 

Ft Rowley, VP of Instructi on or 


W TBA, Applied Technology ~ J. Mccurdy L'?.J Representative (Non-Voti ng) 


b:J O. Candelaria, Buslnen/CIS, M VC 	 ~ P. James ( Votl ns) 

w 
LI TBA, Buslneu/CIS, SJC ~ J, Johnson (Voting) 


b:.I G. Vargas, Socl ol / Behovlor al Sci ence, MVC Counselor (1) 


TBA, Soc1 al/ Beha111oral Sci ence, SJC W 0 . May 


K. Biiiingsiey, Math and Science, MVC Support Staff (Non-Voting) 
[.J C. Hawkin s, Assoc. Dean o f 

1:::.1 
w M . Nance, Math and Science, SJC Rese11rch and Plannlns 

l:::J J. Brown, Arts, MVC 	 Ubrartan (1) ~ K. DI Memmo, Inst. Supporl Coo rd. 

LI TBA, Arts, SJC 	 ~ M . Flores (Voting) ~ J. (Jared) Davis, Enrollment Services 

~ M . Stewart. Letters and Languag.,, M VC 

Faculty Co·Cha l r 


U V. Flournoy, Letter s and Language, SJC Classlfled Senate (1) 

Ansela Seavey, 


1::1 M . Cvetko, Student Development, SJC l:J Class Scheduling & 

Information Speclollst 


~ A. Durbin, Allied Health, MVC 

~ T. Blake, Learnln8 Center, MVC 

Faculty at Large (4) - Voting Associated Students (2) 


~ R. Goetz, MVC LJ TBA 


W Vncnnt LJ TBA 


LI Vacant 


LJ Va cant 


Visitors: Bil Bergin (CSIS), Belinda Heiden-Scott (OTEC), Roddy Rampersad (AUME), Karen Meyers 
(NURS), Michael Jennings (FfR E), Jim Davis (HIST), Kathy Turner (COE), Andrea Hammock (READ), 
Alma Ramirez (READ), Roy Mason (BIOL/ENVS), David Hunt (ENGR), Colleen Saunders (OMS) 

I. 	 Ooenjng of Meetjng 

I . 	 Call to Order - Tlte meeting was called to order at 3:40pm by Michelle Stewart. She opetted the 
meetittg by remi11di11g Curric11/um Committee members that curriculum development is afacu/ty
driven process. Shefollowed witlt i11formation about existing and new processes attd forms, Teclt 
Review update.'i, a11d estab/i.'111ed deadli11es. 

2. 	 Approval of November 16, 2009 minutes. 

M - A. Durbin, SC - R. Goetz 

Approved as presented. 


II. 	 Comments of jndjvidual, groyps, deleqatjons limited to agenda items 
None 

III. 	 Consent Agenda - Action Items 
The following items were approved on the consent agenda - l A, B, C, J, K. N, 0 , R. S, T, U, V, W, X, Y, 
Z, CC, DD, GG, HH, II , JJ, KK. LL, MM, NN, PP, QQ. RR, SS. 2A, B, C. D, F, G, H. I. J, K, L, M, N, 0, 
P. Q. R, S, T, U, V,W, X,Y, BB, DD, EE, FF, GG, HH, JJ, MM, QQ, RR., SS, TT, UU, WW, AAA, BBB, 
CCC, ODD, EEE, GGG, HHH, Ifl , JJJ, LLL, MMM, NNN, QQQ, RRR. TIT. UUU, WWW, XXX, YYY, 



ZZZ, AAAA, CCCC, DODD, EEEE, FFFF, GGGG, HHHH, 1111, JJJJ, KKKK, LLLL, MMMM, NNNN. 
3A, B, C, D. G, 1.J, K, L, M, N, 0 , P, Q, R, S, V, W, X, Y, Z, AA, BB. DD, GG, HH, II, JJ, KK, LL, MM, 
00, PP. QQ, RR, TT, UU, VY, ZZ, AAA, CCC, DOD, EEE, FFF. 6A, B. 7A, B, C, D, E, F, G, H, I, J, K, 
L, M. 9A, B, C, D, E, F, G. H. K, L, M, N, 0 , P, R, V, X, BB, DD, EE, FF, JJ, KK. 

l. Final Approval - New Course Proposals-Second Reading 
A. 	 ART - 093 - Graphic Design Practicum 


Catalog inclusion date: 20I0-20 11 

No discussion - Item approved on the consent agenda a11dforwarded to Board of Trustees 
for approval. am/forwarded to Board ofTrustees for approval. 

B. 	 ART - 095 - Typography Practicum 
Catalog inclusion date: 20I 0-20 11 
No discu!;sio11 - Item approved 011 the consent agenda a11df orwarded to Board ofTrustees 
for approval. andf orwarded to Board ofTrnstees for approval. 

C. 	 ART - I04 - World Art 
Catalog inclusion date: 20I0-20 11 
No di:,·cussion - Item approved 011 the co11sent age11da and f orwarded to Board of Trustees 
f or approval. andf orwarded to Board of Trustees for approval. 

D. 	 A UME - I 0 I - Maintenance Li~ht Rcpuir (MLR) It 
Catalog inclusion date: 20 I 0 20 11 
M - J. McCurdy. SC - J. Brown 
Di.'lc11s.'iiQ11: C11rrlc11l11m c11mmittee upproved this course and the repeatability for one year 
onJy with the stipulation that the AUME department create a lab practic11m Ill address 
repeut11bilily. Once practicum il· den!lope1t, thl!; course wi/l l>e brought back lhrough the; 
c11rric11lum prvces.v f or modiflcutlt>n.f. Ifcour.-.e is not brought hack to curriculumfor the 
2011-1012 calulog, tire course will revert back to one time/or creditr 
Item approvetl wltlr'amendments andforwarded to Board of Trusteesf or approval. 

E. 	 A ME - I09 Maintenance Light Repair (MLR) If , 
Catalog inclu·ion date: 2010- 201 1 
!t1 - J. McC11rdy, SC - J. Brown 
Di~cussion: Curriculum committee apprMed this course and the repeatability for one year. 
only wltlt Ille stipulation tlwt the A UME depurtmeftl create u fbb practicum to ad<lress' . 
repeatability. Once practicum is de1•e/oped, this course will be brought back through the 
currk ulum proce.'li.'li for modiflcatlo11s. Ifctm r.,·e is not brought back to·curriculumfor the 
2011-1012 catalog, the cour:re will revut hack to one time/or credit. 
Item approved witIt amendmetr1s andforwarded to Board of Trustees for approval. 

F. 	 BADM - 124 - Introduction to Lodging Operations 

Catalog inclusion date: 2010-2011 

Disc11ssion : Methods of E valuation and Methods ofInstruction are not fully integrated 
with Learning Objectives. Item must be reposted to Teclr Review by Ille established 
deadline. Item tabled to the December 14, 2009 agenda. 

G. 	 BADM - 125 - Hotel Convention Services and Operations 

Catalog inclusion date: 2010-2011 

Discussio11: Methods of /11str11ction and Methods ofEvaluation are 110 1 fully integrated 
with Learning Objectives. Item must be reposted to Tec/t Review by the established 
deadline. Item tabled to tire December 14, 2009 agenda. 



Discm•sfon: DE Adde11da must be modified. Courses approved as prese11ted. Item approved 
a11dforwarded to Board ofTrustees for approval. 

q. · CS~S -: 117... l ,~jgvi~ ,Desk Con~eptsf 
(i;~pgjJtcl~~te;.. 20 l 0-20l'1: 
M·- 'J. McC1frilA,$_C-_fJ •. "f1ifgail 
D(s.c.11s.s.ion.: DE Adt!'!1tda musJ be ~iJ!~ , <;°!'r~es approved as pre5·ented. Item approved i 
and.forwarded.to BlJ/Jfd ofTrustees fet approval, 

R. CSIS -l}lL --.S~J:Vi~~-D~~k .1:-~.P. ; 
Catalog inclusion date:\2010-20-H 
No dlscitasfoit ·.:...Item ap'}Jroved·i n the conse11t agenda and forwarded to Board ofTrustees 
fin~appro'va1.: 

"' I 

S. 	 ECON - 203 - Introduction to Environmental Economics 
Catalog inclusion date: 2010-20 11 
No discu.'isi011 - Item approved 011 the co11se11t agenda and forwarded to Board ofTrustees 
for approval. 

t. 	 ENQit!J 4 - ¥1\chjp~ ToQJTe£ho~logy l 
Cata.lo~ inclusion· date: 20H)>•20l l/ 
No'4i#il~i.'1.,IJ. - Item approved on the consent agenda and forwarded to Board ofTrustees,. 
for approval:· ; 

u. 	 eNG!l:,.~J§.~.J;:m~rgy E(fi~i~nc~ and Construction: 
Q~$1og ·inelusien date: 2010-201.T1 
NQ l!#fHiSt(J.~,,~ Item approved on the com·ent age11da and forwarded to Boar# ofTrustees 
Jor apPriJVnf. ' 

V. 	 ENGR·..;.:. H'1 ...., Solar PhotovoJtaic lnstallatio1i"' 
Catalog focJuslon elate: ·201 0-20 t 1/ 
~1Nl1Scussion•...: Item appioved on the co11se11t agenda a11d forwarded to Board ofTrustees 
fo, approval •. : 

w. ~~GR- 118.,, S.Qlar The.11$lAli-1psµt llation . 
~lQg i11cl_usion da't~,:. ?O~o<.:20 1 V 
fYo-""'eussion - ·Jtem upprovedvn ·the· consent agenda and forwarded to Board ofTrustees · 

. \. .....) ·1 
fof'iipproval. : 

x. 	 ENGR- 119.- .SmalJ Wind Energy JnstaUatio~ 
GiJta.log im~lusiondate:. 20l0-2011 · 
No1dlSi:ilssJon - Item apptoved on lTte consent agenda am/ forwartled to Board ofTrustees 
for approval. ·.; 	 · 

Y. 	 FIRE - 122 - Principles of Fire and Emergency Services Safety and Survival 
Catalog inclusion date: 20 I0-20 l l 
No discussion - Item approved on the consent age11da a11d forwarded to Board ofTrustees 
for approval. 

z. 	 HIST - 16 1 - Global History of World War I 
Catalog inclusion date: 20 I 0-2011 

http:2010-201.T1
http:and.forwarded.to


JJJJ. 	 SOCl - 150 - lntroductory Field Work in Human Services 
Catalog inclusion date: 20I0-2011 
No dlsc11sslon - Item approved on tlte co11sent age11da a1rdforwarded to Board of 
Trustees for approval. 

KKKK. 	 THA - 114 - Intermediate Movement for Actors (Deactivation) 
Catalog exclusion date: 20I0-201 1 
No disc11ssio11 - Item approved on tlte consent age1rda andforwarded to Board of 
Tr11!;tees for approval. 

LLLL. 	 THA - 120 - Lighting 
Catalog inclusion date: 20I0-20 11 
No disc11ssio11 - Item approved on the consent agenda andforwarded to Board of 
Trustees for approval. 

MMMM. 	 THA - 124 - Scenic Painting 
Catalog inclusion date: 20 I0-2011 
No discussion - Item approved on tlte consent agenda a11dforwarded to Board of 
Trustees for approval. 

NNNN. THA - 125 - Children's Theatre (Deactivation) 
Catalog exclusion date: 20 I 0-20 I I 
No discussiotr - Item approved 011 tlte consent agenda a11dforwarded to Board of 
Trustees for approval. 

3. Final Approval - Prerequisite/Co-requisite/Advisory Proposals- Second Reading 
A. 	 ACCT - 080 - Deducting The Cost of Business Assets 

Prerequisite: None 
Recommended Preparation: Knowledge of general financial accounting principles and 
taxation. 
Catalog inclusion date: 20I0-2011 
No discussio11 - Item approved otr tire consent agenda andforwarded to Board ofTrustees 
for approval. 

B. 	 ACCT - 126 - Beginning Computer Accounting 
Prerequisite: ACCT - 124 (with a grade ofC or better) 
Co-requisite: ACCT - I 24 
Catalog inclusion date: 20I0-2011 
No di!t·cusslon - Item approved"" tlte co11sent agenda andforwarded to Board ofTrustees 
for approval. 

C. 	 ART - I 15 - Painting I 
Prerequisite: ART - I08 or ART - 120 (with a grade of C or better) or portfolio. 
Catalog inclusion date: 20I0-2011 
No dlscussio11 - Item approved on tire conseltl agenda andforwarded to Board ofTrustees 
for approval. 

D. 	 ART - 11 6 - Painting II 

Prerequisite: ART - 115 (with a grade of C or better) or portfolio. 

Catalog inclusion date: 20 I0-20 11 




No discussion - Item approved on the consent agenda andforwarded to Board ofTrustees 
for approval. 

E. 	 ART - 125 - Typography l 
Prerequisite: None (previously Recommended Preparation of ART - 120) 
Catalog inclusion date: 20l0-2011 
Discussion: Prerequisite tabled pending co11rse approval . 

. 
F . . ~~ AUME - .109 - Maintenance Light Repair (MLR) II) 

Prerequisite: AUME ~ f'Ol (with a grade of Cor better)' 
~~J.9B.kWaj9!J:.~~~~..~O1.0-W I J I 

~::ii'l~·M&~fcly.. se~ J. Brown• 

JJlfe'li'IJii,'i.· Pre;equisite appro~edwith course approval andforwarded to Board 0/1~·
Trustees for approval •. 1 

G. 	 BIOL - I32 - Biotechnology II 
Prerequisite: BIOL - 150 (with a grade of C or better) or BIOL - 131 (with a grade ofC or 
better) 
Catalog inclusion date: 20 l 0-20 I I 
No disc11ssion - Item approved 011 the conse11t age11da andforwarded to Board ofTrustees 
for approval. 

H. 	 BIOL - 133 - Biotechnology lll 
Prerequisite: BIOL - 132 (with a grade of C or better) 
Catalog inclusion date: 20 I 0-20 l I 
M - J. McCurdy, SC - M. Cvetko 
Discussio11: Nn11e 
Item approved andforwarded to Board ofTr11steesfor approval. 

I. 	 BIOL - 151 - General Biology I l 
Prerequisite: BLOL - 150 (with a grade of C or better) 
Catalog inclusion date: 20 I 0-20 I I 
No discussion - Item approved 011 tire co11sent agenda andforwarded to Board ofTrustees 
for approval. 

J. 	 CSIS I I 5A - Web Development - Level I (formerly HTML Programming, Level I) 
Prerequisite: CSIS - 103 (with a grade of C or better) 
Recommended Preparation: Students need to have basic computer skills including a good 
understanding of file management. 
Catalog inclusion date: 20I0-2011 
No discussiot1 - Item approved 011 tire co11sent age11da a11dforwarded to Board ofTr11stees 
for approval. 

K. 	 CSIS - 125A - Web Development - Level 2 
Prerequisite: CSIS - I I 5A (with a grade of C or better) or MUL - 112 (with a grade ofC or 
better) 
Recommended Preparation: Good computer navigation skills and a good understanding of 
HTML and CSS are needed. 
Catalog inclusion date: 20I0-2011 
No discussion - Item approved on the consent age11da a11dforwarded to Board ofTrustees 
for approval. 



L ·.. 	 <;.srs,71tJ.7.U:-.;~~.~~.i~,e -~~~~.P . 
Pr.erequisite: CSJS - 171 . . ~~ofC or better) ,~ith a

G~1aldg'-itic1U$fon datF~~l~20l' . · 

No'dlscu$slcm .:..11em lipprove8 oh the consent agenda andforwarded to Board ofTrustees, t 
/pr approva~ 

M. 	 DMS - 136 - Clinical Experience IV 
Prerequisite: DMS - 124 (with a grade ofC or better) 
Catalog inclusion date: 20I0-2011 
No discussion - Item approved 011 the co11se11t agenda a11dforwarded to Board ofTrustees 
for approval. 

N. 	 ECON - 201 - Principles of Macroeconomics 
Prerequisite: MATH - 096 (with a grade of C or better) 
Catalog inclusion date: 20 I0-20 I I 
No disc11ssio11 - Item approved 011 the c011se11t agenda andforwarded to Board ofTrustees 
for approval. 

0 . 	 ECON - 202 - Principles of Microeconomics 
Prerequisite: MATH - 096 (with a grade of C or better) 
Catalog inclusion date: 20I0-20 11 
No dfa·cussion - Item approved on tire consent agenda andforwarded to Board ofTrustees 
for approval. 

P. 	 ECON - 203 - Introduction lo Environmental Economics 
Prerequisite: None 
Recommended Preparation: ECON - 202 
Catalog inclusion date: 2010-20 11 
No discussion - Item approved on the consent agenda andforwarded to Board ofTrustees 
for approval. 

Q. 	 ENGL/ED - 132 - Adolescent Literature 
ADD: Prerequisite: ENGL - I0 I (with a grade of C or better) 
REMOVE: Advisory: ENGL - IO I 
Catalog inclusion date: 2010-2011 
No discussion - Item approved 011 tlte consent agenda andforwarded to Bourd ofTrustees 
for approval. 

R. 	 ENGL - 203 - Survey of Shakespeare 
ADD: Prerequisite: ENGL - I0I (with a grade of C or better) 
REMOVE: Advisory: ENGL - I0 I 
Catalog inclusion date: 20 I0-2011 
No di,,·c11ssio11 - Item approved on the consent agenda andforwarded to Board a/Trustees 
for approval. 

S. 	 ENGL - 205 - World Folklore 
ADD: Prerequisite: ENGL - I0 l (with a grade of C or better) 
REMOVE: Advisory: ENGL - I0 I 
Catalog inclusion date: 20 I0-2011 
No di~·c11ssion - Item approved on tlte consent agenda u11dforwarded to Boord ofTrnstees 
for approval. 



Catalog inclusion date: 20 I 0-20 I l 
No discussio11 - Item approved on the conse11t 11genda a11dforwarded to Board ofTrustees 
for approval. 

BB. 	 El\'GL - 250 - Women and Literature 
ADD: Prerequisite: ENGL - I 0 I (with a grade of C or better) 
REMOVE: Advisory: ENGL - 101 
Catalog inclusion date: 20 I0-20 11 
No discussion - Item approved 011 tlie consent agenda and forwarded to Board ofTrustees 
for approval. 

cc. 	 ENGL - 260 - Introduction to African American Literature (formerly Introduction to 
African-American Literature) 
ADD: Prerequisite: ENGL - I0 I (with a grade of C or better) 
REMOVE: Advisory: ENGL - LOI 
Catalog inclusion date: 2010-20 I I 
Db;cussion: Prerequisite tabled pending course approval. 

DD. 	 ENGL - 280 - Multiethnic Literature (formerly Multi-Ethnic Literature) 
ADD: Prerequisite: ENGL - JOI (with a grade of C or better) 
REMOVE: Advisory: ENGL - JOI 
Catalog inclusion date: 20 10-2011 
No discussion - Item approved on the co11se11t agenda and forwarded to Board ofTrustees 
for approval. 

EE. 	 ENGL - 285 - World Literature: Antiquity to 1650 
ADD: Prerequisite: ENGL - 101 (with a grade of C or better) 
REMOVE: Advisory: ENGL - IOI 
Catalog inclusion date: 20 10-20 1 I 
Disc11ssio11: Prerequisite tabled pending course approval. 

FF. 	 8NGL - 286 - World Literature: 1650 to Present 
ADD: Prerequisite: ENGL - 101 (with a grade of C or better) 
REMOVE: Advisory: ENGL - IOI 
Catalog inclusion date: 20 10-2011 
Discussion: Prerequi.\·ite tabled pending cour.\·e approval. 

ao. 	~':t·l~ -;- S~ijl.f.f.h~t?Y?ltajc.Jn,sta~la.tio'li 
~Sile-1 8EMA ::.i·f{)fj {With a grade (jfC<or better) and ENGR - I14 (with a grade of C 
or betierJ 
Ca~.1~~-j~~P~ dat~:.£0 i 0-:ZOlJ./.

Nif:~{jrti:..l'.fiittn'ii'pproved 011 Jhe,c.qnsp.it agenda and forwarded to Board ofTrustees: 
. 
[o.r: app'l!OViil'fJ 

HR. ~16NOR- 1,! 8 - Solar Thermal fostalllttj~n 
fSfer ·qy,~ite~SEMA - I00 {wjtha.g~ t>f C or better) and ENGR - I 14 (with a grade of Cl 
o.t better} 

<;}~pg111¢>ulllon date:aO 10~2011 i 

Nb ~lfi.!'1fi~!..: lt~m''@pr(IVedoil 'lite consent agenda and forwarded to Board ofTrusteesf 

for approvaJ.7. 


II. · 	 ENGR - 1·t9 - Small Wind Energy Installation~ 

http:Jhe,c.qnsp.it


Prerequi~t.e: SEMA - 100 (with a grade of C or better) and ENGR- 114 (with a grade of C 
0f~~t1 
~a~.!~.$.~c!us~?,n dat~ ~ ~~I ~:-Wl r 
~~n -Jtem approved 011 the consent agenda and forwarded to Board ofTrustee~ 
foi'liPJ1~v"Ji~ 

JJ . ENYS - 102 - Environmental Science Laboratory 
Prerequisite: ENVS  I 0 I (with a grade of C or better) 
Catalog inclusion date: 20I0-2011 
No discussion  Item approved 011 the cnn.~ent agenda and forwarded to Board ofTrustees 
for approval. 

KK. FIRE  l07 - Fire Apparatus and Equipment 
Prerequisite: FIRE  101 (with a gradeof Corbetter) 
Catalog inclusion date: 20I0-2011 
No dil·c11ssion  Item approved on tlte consent agenda and forwarded to Bourd ofTrustees 
for approval. 

LL. FIRE  I08  Fire Investigation IA 
Prerequisite: Fl RE - I 0 I (with a grade of C or better) 
Catalog inclusion date: 20I0-2011 
No disc11ssion  Item approved on the co11sent age11da and forwarded to Board ofTrustees 
for approval. 

MM . FIRE - 122  Principles of Fire and Emergency Services Safety and Survival 
Prerequisite: FIRE - I 0 I (with a grade of C or better) 
Catalog inclusion date: 2010-2011 
No disc11ssio11  Item approved 011 tlte conse11t agenda a11dforwarded to Board ofTrustees 
for approval. 

NN. LEG  107  Research and Writing fo r Legal Assistant 
Prerequisite: LEG  I 04 (with a grade of C or better) 
Catalog inclusion date: 20I0-2011 
Disc11ssion: Prerequisite tabled pending course approval. 

00. MATH - I05 - College Algebra 
Prerequisite: MATH  096 (with a grude of C or better) 
Catalog inclusion date : 20I0-2011 
No disc11ssio11  Item approved on the co11se11t agenda and forwarded to Board of Trustees 
for approval. 

PP. MUS - 2 I 4 - Guitar Ensemble 
Prerequisite: MUS  125 (with a grade ofC or better) 
Catalog inclusion date: 20I0-2011 
No disc11ssion  Item approved on the co11se111 age11da a11dforwarded to Board ofTr11stees 
for approval. 

QQ. NU RS - 064R - Nursing Skills Laboratory - Remediation 
Prerequisite: Nursing Program Probationary, Requires Instructor Consent 
Catalog inclusion date: 20I0-2011 
No disc11ssio11  Item approved on the co11se11t age11da and forwarded to Board ofTrustees 
for approval. 



DD. 	 MATH - I 05H - Honors College Algebra 

Catalog inclusion date: 20 I 0-20 I I 

No di:,·cus:,·ion - Item approved on the consent agenda. 


EE. 	 NUTR- IOOH - Honors Fami ly Nutrition 

Catalog inclusion date: 2010-2011 

No discussion - Item approved on tlte consent agenda. 


FF. 	 PS - 10 I H - Honors American Government and Politics 

Catalog inclusion date: 2010-2011 

No discussion - Item approved 011 the consent agenda. 


GG. 	 PS - I 02H - Honors Comparative Politics and Government 

Catalog inclusion date: 20I0-2011 

M - J. McCurdy, SC - T. Blake 

Discussion: No11e 

Item approved as presented. 


HH. 	 PS - 103H - Honors Ethnic Politics in America 

Catalog inclusion date: 20 I0-20 11 

M - J. McCurdy, SC - T. Blake 

Disc11ssi011: None 

Item approved as presented. 


11. 	 SOCI- IOI H - Honors Principles of Sociology 

Catalog inclusion date: 20I0-20 11 

Di.~cussion: Honors Addenda tabled pending course approval. 

JJ. 	 SOCl - l05H/PSYC - I05H - Honors Social Psychology 

Catalog inclusion date: 20I0-2011 

No disc11:t·.'iiot1 - Item approved 011 tlte co11se11t agenda. 


IV. 	 Ooen Aaeoda -Action Item 

1. Final Approval - Distance Education Addendum Proposals-First and Only Reading 

A. 	 ACCT - 080 - Deducting The Cost of Business Assets (Revised Fully Online and Hybrid 
Online) 
M - R. Goetz, SC - A. Durbin 

Discussion: None 

Approved as presented. 


B. 	 ACCT - 126 - Beginning Computer Accounting (Revised Fully Online and Hybrid Online) 
M - J. McCurdy, SC - T. Blake 
Disc11ssio11: None 
Item approved us presented. 

C. 	 ART - l 04 - World Art (New Fully Online and Hybrid Online) 
M - A. D11rbil1, SC - D. Candelaria 
Discussion: None 



Item approved as prese11ted. 

D. 	 ART - 125 - Typography I (Revised Hybrid Online) 
Disc11ssio11: Item m11st be resubmitted 011 c11rre11t form a11d reposted to Tec/1 Review by 
e.\·tablished deadli11es. Item tabled to December 14, 2009 age11da. 

E. 	 CSIS - I15A - Web Development - Level I (Revised Fully Online and Hybrid Online) 
M - J. McC11rdy, SC - M. Flores 
Disc11ssio11: No11e 
Item approved as prese11ted. 

F. CSIS - I 25A - Web Development - Level 2 (New Fully Online and Hybrid Online) 
M - J. McCurdy, SC - M. Flores 
Discusl·ion: None 
Item approved as presented. 

G. 	 CSIS - 150 - Using Microsoft Windows (New Fully Online and Hybrid Online) 
Discw;.\·/011: SJC DLO's must be removed. Item must be reposted to Tech Review by 
established dead/111es. Item tabled to December 14, 2009 age11da. 

CS·CS ..,.'..l1J~~rH-~' ~~q°"cept,\~ew FulJy Online an_d ~ybri~ Online) 
Di~u'sslrflif"SJC'Dl<fJ s '!_lust be removed; Rem must be rep'!ned to Tech Review by. 
established deadlinel'. Item tabled to December 14, 2009 agettdq:. 

l. 	 ECON - 201 - Principles of Macroeconomics (Rev ised Fully Online and Hybrid Online) 
M - K. Billiltgsley, SC - M. Cvetko 
Di.\·c11ssi011: None 
Approved as prese11ted. 

J. 	 ECON - 202 - Principles of Microeconomics (Revised Fully Online and Hybrid Online) 
M - K. Billingsley, SC - M. Cvetko 
Disc11ssio11: N011e 
Approved as presented. 

K. 	 ENGL - 207 - American Literature: Pre-Colonial to 1865 (Revised Hybrid Online) 
Discul'l'ion: Item tabled pending course approval. 

L. 	 ENGL - 208 - American Literature: 1865 - to Present (Revised Hybrid Online) 
Discw;sion: Item tabled pending course approval. 

M. ENGL - 220 - Analysis of Fiction (Revised Hybrid Online) 
M - M. Cvetko, SC - J. Mccurdy 
Disc11ssio11: None 
Approved as presented. 

N. 	 ENGL - 230 - English Literature: Anglo-Saxon to 1775 (New Fully Online and Hybrid 
Online) 
M - M. C11etko, SC - J. McC11rdy 
Disc11ssio11: None 
Approved as presented. 

0 . 	 ENGL - 250 - Women and Literature (Revised Hybrid Online) 



MM. 	 SOCI - 105/PSYC - 105 - Social Psychology (New Fully Online and Hybrid Online) 
M - R. Goetz, SC - K. Billingsley 

NN. 	 SOCI - 110- Media and Society (Rev ised Fully Online and Hybrid Online) 
Discussion: Item tabled pe11ding course approval. 

2. 	 Conceptual Approval - New Course Proposals- First Reading 

None 


3. 	 Conceptual Approval - Major Course Revisions-First Reading 

None 


4. 	 Conceptual Approval - Prerequisite/Co-requisite/Advisory Proposals- First Reading 
None 

5. 	 Conceptual Approval - New Program Proposals-First Reading 

None 


6. 	 Conceptual Approval - Major Program Revisions-First Reading 

None 


7. 	 Conceptual Approval - Major Procedure Revisions-First Reading 

A. 	 Reading Competency - Tabled incomplete submission 
Discu.lfision: Ted Blake asked why this item continues to be tabled. Janet McCurdy 
indicated that f11rtlter research is required before this item ca11 he approved by tire 
Curriculum Committee. Sire f ollowed i11dicuti11g that there may be some redundancy with 
regard to ENGL-101. 

v. Information/pjscussion Agenda 

I . 	 Ne' F.CC A ME - Hollda f ast I rack.. 

- Rmldy Rampersad provided an overview ofthis item., 


2. 	 New ECC BADM - Sustainable Energy Management for Business 

- Item tabled pending course approval 


3. 	 New ECC BADM - Event Operations Management (EOM) 

- Item tabled pending course approval 


4. 	 New ECC CSIS - crvice Desk I lardware upport1 


- Rhu11da Goelz provided an 0 1•erview ofthis /rem. 

·s. New ECC CSI. - Service Desk . oftware Support 


- Rhunda Goetz, pruvlded un over"iew rifthis Item. 

6. 	 New ECC ENGR - olar Thermal Technology . · 


- David Hunt provided an overview ofthis item. 

7.~ New ECC ENGR - Grc.:cn Collar Manufacturing , 


- Duvld Hunt provided un overview ofthis item-. 

8 .	 • c.:w ECC ENGR - olar l'hoto olluic Technology 


- Duvld Hunt provided"" rwervlew ofthi.f Item. ;; 

9. , Ne' ECC N 1R- mall Wind Energy fechnology 


- David llunt prm·ided an overview nftl1i.'f Item. 

10. Revised ECC LEG - Legal Office Support 


- Item tabled pending course approval. 

11. 	 Revised ECC MUL - Web Design Concentration 


- Rhonda Goetz provided an overview ofthis item. 

12. 	 Revised ECC CIS - Internet Authoring 


- Item tabled due to lack ofreprese11tati011 atrd mw;I be revised. 

13. 	 New ECC VEW - Viticulture, Enology and Winery Technology Program 



AGENDA 


13Area Representatives Articulation Officer Admlnlstr;iitlon 

U TBA, Applied Tec;hnology W J. Mccurdy W 
R. Rowley, VP of Instruction or 
Representative (Non-Voting) 

U D. Candelaria, Buslness/CIS, MVC i;:J P. JamC$ (Voting~ 
W TBA, Busl ness/CIS, SJC L..J J. Johnson (Vollng) 

W G. Vargas, SociaI/Behaviora l Science, MVC Counselor (1) 
W TBA, Soclal/Behavlor~ I Science, SJC W 0. May 

U 
u 

I(. Biiiingsiey, Math 11nd Science, MVC Support Staff (Non-Voting) 
U C. Hawkins, ~soc. Dean of 

M . Nance, Math and Science, SJC Research and Planning 

W J. Brown, Arts, MVC Librarian (1) W K. DI Memmo, Inst. Support Coord. 

W TBA, Ari.$, SIC W M . Flores (Voting) L..J J. (Jared) Davis, Enrollment Services 

W M . Stewart, Letters and Language, MVC 
Faculty Co·Cha lr 

U v. Flournoy, Letters and Language, SJC Classlfled Senate (1) 

U M. Cvetko, Student Development, SJC U 
Angela Seavey, 
Class Scheduling & 
Information Specl811st 

U A. Durbin, Allied Health, MVC 

U T. Blake, U!drnlng Center, MVC 

Faculty at Larae (4) - Voting Associated Students (2) 

U R. Goetz, MVC [J TBA 

W Vacant W TBA 

U Vaca nt 

LJ Vaca nt 

Visitors: 

I. 	 Ooenjng of Meeting 

I. 	 Call to Order 
2. 	 Approval of December 7, 2009 minutes. 

II. 	 Comments of jodjyjdual. groups. delegatjons !lmjted to agenda jtems 
Public comments are limited to agenda items and shall be no more than five (5) minutes per speaker and 
twenty (20) minutes per subject unless further time is granted by the Curriculum Committee. 

III. 	 Consent Aaenda - Action Items 

1. Final Approval - New Course Proposals-Second Reading 

A. 	 BADM - I24 - Introduction to Lodging Operations 
Cata log inclusion date: 20 I0-20 11 
(Revi.-.ed backup materials attached) 

8. 	 BADM - 125 - Hotel Convention Services and Operations 
Catalog inclusion date: 20 I0-201 1 
(Revised backup materials 1101 received) 

http:Revi.-.ed


Catalog inclusion date: 20 I 0-20 l l 

F. 	 ENVS - I 0 I H - Honors Environmental Science 

Catalog inclusion date: 2010-2011 


G. 	 HIST - I 03H - Honors History of World Civilizations to 1500 
Catalog inclusion date: 2010-20 I I 

H. 	 HIST - 111 H - Honors U.S. History to 1877 

Catalog inclusion date: 20 I0-2011 


I. 	 HIST - 1 I 9H - Honors Civil War and Reconstruction, 1860-1 876 
Catalog inclusion date: 20 I0-20 11 

IV. 	 Open Agenda· Action Item 

I. Final Approval - Distance Education Addendum P roposals-First and Only Reading 

A. ART - 125 - Typography I (Rev ised Hybrid Online) (Revised materials attached) 

B. CSIS - 150 - Using Microsoft Windows (New Fully Online and Hybrid Online) 
(Revised material.'1 attached) 

~~~~~~~~k<q9ncepts (New Fully Online and Hybrid Online) / 
f/lmielliniiiillla1s "attached) t 

D. ENGL - 207 - American Literature: Pre-Colonial to 1865 (Revised Hybrid Online) 
(Revised materials attached) 

E. ENGL - 208 - American Literature: 1865 - to Present (Revised Hybrid Online) 
(Revised materials attached) 

F. 	 ENGL - 260 - Introduction to African American Literature (Revised Hybrid Online) 
(Revised materials attached) 

G. 	 ENGL - 285 - World Literature: Antiquity to 1650 (New Fully Online and Hybrid On line) 
(Revised materials attached) 

H. 	 ENGL - 286 - World Literature: 1650 to Present (New Fully Online and Hybrid Online) 
(Revised materials attached) 

I. 	 ENVS - I 00 - Humans and Scientific Inquiry (New Fully Online and Hybrid Online) 
(Revised material!)' attached) Ho11ors Adde11da was 11ot submitted to the Ho11ors Committee 
by tire established deadlines therefore tile Course Out/i11e and DE cannot be approved at 
this time. 

J. ENVS - l 01 - Environmental Science ( Revised Fully Online and I lybrid Online) 
(Revised materials attached) 



The mission of Mt. San Jacinto College Is to Instructional Services.Curriculum Office 
provide quality, educationally enriching Curriculum Committee Meeting 
experiences, programs and opportunities December 14, 2009 3:30 pmdesigned to empower students to serve as 
productive citizens In a dynamic and CCC Confer 

PIT. SAN JACINTO COLLEGE 	 complex world. 

MINUTES 

13Area Re presentatives 	 Artlculatlon Office r Administration 
R. Rowley, VP of Instruction or 

(.J TBA, Applied Technol OBY 1::J J. Mccurdy l;(J Representat ive (Non-Voti ng) 

I=" D. Candelaria, Buslness/CIS, MVC lJ P. James (Voting) 


LJ TBA, Bus lness/CIS, SJC LJ J. Johnson (Voting) 


I=" G. Va rga s, Soch1l/Behavlora l Science, MVC Counselor (1) 


LJ TBA, Social/Behaviora l Science, SJC L.J D. May 


1::::.1 K. Bi iiingsiey, Math ond Sci encl!, MVC Support Staff (Non-Voting) 

U C. Hawki ns, Assoc. Dean o f l::::J 

M . Nance, Math and Sci encl!, SJC Research and Planning 

1:::.1 J. Brown, Arts, MVC Ubrartan (1) ~ I<. DI M emmo, Inst. Support Coord. 

u TBA, Arts, SJ C 	 l:::J M. Flores (Voti n g) ~ J, (Jared) Davi s, Enrollment Services 

M . Stewart, Letters ~ nd Language, MVC 
~ Faculty Co-Chai r 

U Y. Flournoy, Letters and L.Bnguage, SJC Classlfled Senate (1) 

Angela Seavey, 


l::::J M . Cvetko, Student Development, SJC l:::J Class Scheduling & 

Information Spe<:lallst 


l:::J A. Durbin, Allled Hco lth, MVC 


1::::.1 T. Bloke, Learni ng Center, MVC 


Faculty at Large (4) · Voting Associated Students (2) 


w R. Goeu, MVC U TBA 


W vacant LJ TBA 


U Vacant 


U Va cant 


Visitors: 
Bil Bergin (CSIS), Bill Bennett (CSIS), Jason Bader (ART), Susanne Mata (Articulation Agreements), 
Alma Ramirez (READ), Andrea Hammock (READ) 

I. 	 Opening of Meeting 

1. 	 Call to Order - Michelle Stewart called the meeti11g to order at 3:3Jpm. 
2. 	 Approval of December 7, 2009 minutes. 

M - J.McC11rdy, SC - G. Vargas 
Disc11ssio11: ENGL-207, 208, 260, 285, 286 - The Methods ofEvaluation a11d Methods of 
/11str11ction ''for the DE" do not match Course 011tli11e ofRecord. HIST - 120 - The Curriculum 
Committee will estab/b;h the definition a11d se11d the recommendations to the Academic Se11ate. 
"Ifappropriate" will be added to the se11te11ce tlrat begi11s with "Once clarijicatio11 .... " SOCJ
JOJH - tabled at the course /eve/for appropriate approval ofthe Ho11ors adde11da. All approved. 

II. 	 Comments of indjyjdua!. grouQS. deleaations limited to agenda items 
Public comments are limited to agenda items and shall be no more than five (5) minutes per speaker and 

twenty (20) minutes per subject unless further time is granted by the Curriculum Committee. 

None. 




Catalog inclusion date: 20l0-2011 

M - A. Durbin, SC - M. Cvetko 

Discussion: None 

All approved. 


F. 	 ENVS - IOIH - Honors Environmental Science 

Catalog inclusion date: 20I0-2011 

M -A. Durbin, SC - M. Cvetko 

Discu~·sion: None 

All approved. 


G. 	 HlST - 103H - Honors History of World Civilizations to 1500 
Catalog inclusion date: 2010-2011 
Item Tabled to Ja11uary 25, 2010 Age11da 

H. 	 HIST - l l l H - Honors U.S. History to 1877 

Catalog inclusion date: 2010-2011 

Item Tabled to January 25, 2010 Age11da 

f. 	 HIST - l l 9H - Honors Civil War and Reconstruction, 1860-1 876 
Catalog inclusion date: 2010-2011 
M - A. D11rbin, SC - M. Cvetko 
Disc11ssio11: None 
All approved. 

IV. 	 Ooen Agenda· Actjon Item 

I. Final Approval - Distance Education Addendum Proposals-First and Only Reading 

A. 	 ART - 125 - Typography I (Revised Hybrid Online) (Revised materials attaclred)M-Janet, 
SC - Jeremy Disc11s...io11: No11e, All approved. 

B. 	 CSIS - 150 - Using Microsoft Windows (New Fully Online and Hybrid Online) 
(Revi.\·ed materials attachet/)M-Art, SC - Gary, Disc11ssio11: No11e, All approved. 

C: C~lS-17L;::,,~~~i~~ ..tS.~..9 oncepts (New Fully Online an~ 1-f~~~id Online) / ..P
(Revised materials attached) M-Art. SC - Gary, Dh·c11ssio11: None, All approved., 

D. 	 ENGL - 207 - American Literature: Pre-Colonial to 1865 (Revised Hybrid Online) 
(Revi.'led materials attac/1ed)M - Marlette, SC - Janet, Disc11ssio11: No11e, All approved. 

E. 	 ENGL - 208 - American Literature: 1865 - to Present (Revised Hybrid Online) 
(Revised materials attached) M - Marle11e, SC - Ja11et, Disc11ssio11: None, All approved 

F. 	 ENGL- 260 - Introduction to African American Literature (Revised Hybrid Online) 
(Revi~·edmaterials attaclied) M - Marle11e, SC - Ja11et, Disc11ssio11: No11e, All approved 

G. 	 ENGL - 285 - World Literature: Antiquity to 1650 (New Fully Online and Hybrid Online) 
(Revised materials attached) M - Marlene, SC - Jmiet, Discussio11: None, All approved 



HT. SAN JACINTO COLLEGE 

The mission of Mt. San Jacinto College Is to Instructional Services-Curriculum Office 
provide quality, educationally enriching Curriculum Committee Meeting 
experiences, programs and opportunities December 14, 2009 3:30 pmdesigned to empower students to serve as 
productive citizens in a dynamic and CCC Confer 
complex world. 

MEET & CONFER PARTICIPANT INVITATION 

EVENT DETAILS: 

Status: Active 


Event: Curriculum Committee Meeting 

Group/College/Organization: Mt. San Jacinto CCD 


I Date 1Start time !End ti~e !Duration 1 

11211412009 l 3:3o .PM- rs;001>M r-90 
·~.... ·- - --· ----.... --·.... -......---· , 

PARTICIPANT DETAILS 

> Dial your telephone conference line: (888) 886-395 1 


> Enter your passcode: 764036 

> Go to www.cccconfer.org. 


> Click the Participant Log In button under the Meet & Confer logo 

> Locate your meeting and click Go. 


> Fill out the form and enter the password: 764036 


PARTICIPANT CONFERENCE FEATURES: 

*O - Contact the operator for assistance with the audio. 


*6 - Mute/unmute your individual line with a private announcement. 


QUESTIONS? 

CCC Confer Client Services is available Monday through Friday between 8:00 am - 4:00 pm at 760-744-1I 50 ext 


1537 or 1554 or email clicntservices@.cccconler.org. 


mailto:clicntservices@.cccconler.org
http:www.cccconfer.org


• 

~ Board of Trustees 

AGENDAMS.Jc -::;:z. MT. SAN JACINTO COMMUNITY COLLEGE DISTRICT 
1'1T sA~ 1Ac 1NT0 coLma 1499 North State Street, San Jacinto, CA 92583 (951) 487-6752 

Vision Statement 
Our commitment to excellence is Your gateway to the f1'ture. 

Thursday, January 21 , 20 I 0 

San Jacinto Campus 


Room 200 


1.0 OPEN MEETlNG 	 4:00 p.m. 
1.1 Call to Order 

1 .2 Pledge of Allegiance 

1.3 Roll Call 

l.4 Approval ofMinutes - December I 0, 2009 Organizational Meeting 

1.5 Approval ofMinutes - December I 0, 2009 Regular Meeting 

I .6 Additions and/or Deletions to the Agenda 

• 	 2.0 COMMENTS OF INDIVIDUAL, GROUPS, DELEGATIONS 
LIMITED TO AGENDA ITEMS 
Public comments are limited to agenda items and shall be no more than five (5) minutes per 
speaker and twenty (20) minutes per subject unless further time is granted by the Board ofTrustees. 

3.0 REPORTS 
3.1 Board President & Trustees 

3.2 Student Trustee 

3.3 Superintendent/President 

4.0 CONS~~T AGENDA 
4.1 STUDENT SERVICES 
2009/10-104 Student Code ofConduct - Student Expulsion 

Student affirmed violation of the MSJC Student Code ofConduct 
605.03 8 .1.b and 605.03 B. 15 and by mutual agreement, waived 
the disciplinary hearing and accepted voluntary expulsion. 

• 
4.2 lNSTRUCTION 
2009/ I 0-105 	 Major Course Revisions 

The Administration recommends that the Board ofTrustees approve the 
major course revisions accepted by recent actions of the Curriculum 
Committee for inclusion in the college offerings. 

7 

8 



• 
2009/l0-106 New Course PmpoS11ls l l J 

The Administration recommends that the Board ofTrust~s appr9ve the 
new course proposals acet.-ptcd by r~-nt actions of the Curriculum' 
Committee for inclusion in the college offerings1 

• 


2009/10-107 	 New Program Proposals 13 
The Administration recommends that the Board ofTrustees approve the 
new program proposals accepted by recent actions of the Curriculum 
Committee for inclusion in the college offerings. 

2009/I 0-108 	 Major Program Revisions ' 14 , 
TI1e Administration recommends that the Board ofTrustees approve the 
major program revisions accepted by recent actions of the Curriculwn 
Committee for inclusion in the coJlege offerings..' 

4.3 HUMAN RESOURCES 
2009/ l 0-109 New Classified Appointments 15 

Classified Appointments are made pursuant to Board Policy Manual Chapter 7, 
BP7 I I 0-Delegations. The Administration recommends approval. 

2009/10-110 	 Academic Appointment 16 
Academic Appointments are made pursuant to Board Policy Manual Chapter 7, 
BP7110-Delegations. The Administration recommends approval . 

2009/ l 0-11 I 	 Academic Equivalency 17 
Requests for equivalency come under the domain ofthe Academic Senate. The 
Senate has reviewed and is recommending approval of the equivalency to local 
hiring criteria and minimum qualifications. The Administration recommends 
approval. 

2009110- 112 	 Administrative Position Upgrade 18 
The Superintendent President with support of the Executive Cabinet and the 
nursing faculty, recommends that the Associate Dean ofAllied Health position 
be realigned to a full Dean of Nursing and Allied Health. 

2009/10-113 	 Administrative Appointment - lnterim!femporarv 19 
Administrative Appointments are made pursuant to Board Policy Manual 
Chapter 7, BP7 I I 0-Delegations. The Administration recommends approval. 

2009110-114 	 New Associate Faculty - Fall 2010 20 
The New Associate Faculty appointments have been made pursuant to Board 
Pol icy Manual Chapter 7, BP7 l 10-Delegations. The Administration recommends 
approval. 

2009/ 10-115 	 Stipends 21 
Payment for extra duties preformed outside the realm of regular teaching 
assignments. The Administration recommends approval. 

2 
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~ Board of Trustees 

ACTIONMS..J_C -=i!!l • MT. SAN JACINTO COMMUNITY COLLEGE DISTRICT 
11r ·s;.:i-J;;-Nro coLL1c;1 1499 North State Street, San Jacinto, CA 92583 (951) 487-6752 

Item No. Section: Subject: Dale: 
2009110-106 Instruction New Course Pro sals 1121110 

EXHIBIT 

New Course Proposals are on file for review in the Instruction Office. 

BACKGROUND: 

In accordance with Board policy and the Education Code, upon board approval, the following New Course 
Proposals, which have been approved by the Curriculum Committee, will be offered. 

New Course Proposals 

88. ART 093 - Graphic Design Practicum 
89. ART 095 - Typography Practicum 
90. ART 104 - World Art 
91. AUME 101 - Maintenance Light Repair (MLR) f 

• 
92. AUME 109 - Maintenance Light Repair (MLR) II 
93. BADM 124 - Introduction to Lodging Operations 
94. BIOL 131 - Introduction to Biotechnology 
95. BIOL 132 - Biotechnology 11 
96. BIOL 133 - Biotechnology Ill 
97. BIOL 139 - Introduction to Biotechnology Laboratory 
98. COE 118 - Equity and Diversity in Early Childhood 
99. CSIS 125A - Web Development - Level 2 

I 00. CSlS 150 - Using Microsoft Windows 

10 I. CSIS l 71 - Service Desk Concepts 

I 02. CSIS 171 L - Service Desk Lab 

I 03. ECON 203 - [ntroduction to Environmental Economics 

104. ENOR 114 - Machine Tool Technology 

IOS. ENGR 116 - Energy Efficiency and Construction 

106. ENGR 117 - Solar Photovoltaic lnstaJlation 
107. ENGR 118 - SolarThermal lnstallation' · 

I 08. ENGR l l 9 - Small Wind Energy Installation 

109. FIRE 122 - Principles of Fire and Emergency Services Safety and Survival 
110. HIST 161 - Global History of World War I 
111. HIST 162 - History of the Vietnam War 
112. LEG 107 - Research and Writing for Legal Assistant 
113. MUS 214 - Guitar Ensemble 
114. NURS 064R - Nursing Skills Laboratory - Remediation 
115. OTEC 050 - Keyboarding and Software Application Lab 
116. PE I 14A - Strength Training: Circuit 
117. PE 1148 - Strength Training: Free Weights 
118. PE I 14C- Powerlifting 

11 



119. PE I 18 - Beginning Step Aerobics 

• 
120. PE I24A - Theory ofFootball: Offense 
121. PE 1248-TheoryofFootball: Defense 
122. PE 125 - Strength and Conditioning for Football 

J~3. · SEMA\UJ.Q..~.~St{.ttai~_IA:F.\l~ 

124. SEMA 101 - Fundamentals of Energy Assessment in Business 
125. SEMA 110 - Managing Sustainability Business Practices 
126. SOCI 124 - Foundations for Social Research 
127. YEW 106 - Hospitality in the Winemaking lndustry 
128. YEW 108 - Winery Business Principles 
129. YEW 149 - Occupational Internship: Viticulture, Enology, and Winemaking 

SUPERINTENDENT/PRESIDENT'S RECOMMENDATION: 

It is recommended that the Board ofTrustees approve the above New Course Proposals for inclusion in the 
college offerings. 

BUDGET IMPLICATIONS: 

None 

• 

• 

12 
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~ Board of Trustees 

ACTIONM S ...Ic -=;:a. MT. SAN JACINTO COMMUNITY COLLEGE DISTRICT 
11r.-s~ro c:oLlfGE 1499 North State Street, Sin Jacinto, CA 92583 (9!51) 487-8752 

Item No. Section: Subject: Dale: 
2009/ l 0-108 Instruction Ma'orPro Revisions 1121110 

EXHIBIT 

Major Program Revisions. 

BACKGROUND: 

In accordance with Board Policy and the Education Code, upon Board approval, the following Major 
Program Revisions, which have been approved by the Curriculum Committee, will be offered. 

Malor Program Revisions 

1. ART A.A. Degree 
2. .CSJS Program I 
3. OMS Degree 
4. Environmental Studies A.S. Degree - Water and Soil Technologies/Environmental Engineering 

• 
5. Environmental Studies A.S. Degree - Ecology/Conservation Biology 
6. Fire Technology Certificate 
7 . Legal Assistant Program 
8. Liberal Arts A.A. Degree 
9. Music A.A. Degree 
10. Multimedia Certificate 
11. Physical Education A.A. Degree 
12. Science A.S. Degree 
13. Theater Arts A.A. Degree 

SUPERINTENDENT/PRESIDENT'S RECOMMENDATION: 

It is recommended that the Board ofTrustees approve the above Major Program Revisions for inclusion in 
the college offerings. 

BUDGET IMPLICA TIQNS: 

None 

• 
14 



Item No. 2009/10-108 

• 	
Board Agenda 

0112 1110 

MAJOR PROGRAM REVISIONS 

1. 	 ART A.A. Degree - Revision 
Rationale: The development and activations of ART-104 World Art is a goal of our 
recent Program Review. It is the only Art course that meets the diversity requirement. 
ART-104 to be added to the Elective Courses area of the A.A. in Art. 
Changing course unit value for ART-115 Painting I from 2 to 3 units will facilitate 
transfer and articulation. 
Changing course unit value for ART-116 Painting II from 2 to 3 units will facilitate 
transfer and articulation. 
Catalog inclusion date: 2010-2011 

!. 	 £~;-~~~siolt 
Rationale: Add CSJS..1.'7,l.an4.q~:l.7~L.tP..~J~~ives ('!f A,.S4egr~ in,ComP,9ter{ 
Il\fe~.~ti~n .Syster:n,s so !;hat the ooursct can1betncluded in the Service Desk SOfuv~ 
~·find'Servi'ce Desi: Hardware Support employment concentrations under tlie: 
gefletaT ltaclcj 

Catalog lndUsion date: 2010-2011 ' 


• 
3. OMS Degree - Revision 

Rationale: Changing the name of DMS-136 from JV to Ill for better alignment of 
sequencing. 
Catalog inclusion date: 2010-2011 

4. 	 Environmental Studies A.S. Degree - Revision 
Environmental Studies/Water and Soil Technologies/Environmental Engineering 
Emphasis 
Rationale: Add ECON-203, Introduction to Environmental Economics as an elective for 
Water and Soil Technologies/Environmental Engineering Emphasis. 
Catalog inclusion date: 2010-2011 

5. 	 Environmental Studies A.S. Degree - Revision 
Ecology/Conservation Biology Emphasis 
Rationale: Add ECON-203, Introduction to Environmental Economics a.s an elective for 
Ecology/Conservation Biology. 
Remove BIOL-142 as an elective from this degree - the course is being deactivated. 
Catalog inclusion date: 2010-2011 

• 
6. Fire Technology Certificate - Revision 

Rationale: Add FIRE-122 to required courses. Remove FIRE- I 03 from required courses 
and add FIRE-103 to elective courses. Change FIRE-108 course title and unit value 
under electives. Remove FIRE-110 from electives (being deactivated) 
Catalog inclusion date: 2010-2011 

7. 	 Legal Assistant Program - Revision 
Rationale: To revise Legal Assistant certificate by removing LEG- 106 from the core 
courses and replacing with LEG-I 07; and removing LEG- I 08 from the elective courses. 
Catalog inclusion date: 2010-2011 

http:an4.q~:l.7~L.tP


MT. SAN JACINTO COLLEGE 

MINUTES FOR BOARD OF TRUSTEES MEETING 


OPENING OF MEETING 


January 21, 2010 

Eugene Kadow, President of the Board, called the meeting to 
order at 4:05 p.m. at the San Jacinto Campus, 1499 N. State 
St., San Jacinto, CA 92583. 

Pledge ofAllegiance - Trustee Schlange 

Roll Call: 
Board Members 

Mr. Kadow - Present 
Mrs. Motte - Present 
Mrs. McGargill - Present 
Miss Schlange - Present 
Mrs. Sparkman - Absent 
Student Trustee - Absent 

Senate Representatives 
Academic Senate: Jason Bader - Absent 
Classified Senate: Marcus Castellanos - Present 
Associated Student Body: Tammy Jimenez - Absent 

Staff: 
Roger Schultz, Superintendent/President 
Kathy Donnell, Exec. Assist. Supt/President 
Becky Elam, Vice President, Business Services 
Dennis Anderson, Vice President, Instruction 
Bill Vincent, Vice President, Student Services 
Beth Gomez, Dean, Business Services 
Michael Conner, Dean, Instruction 
Joyce Johnson, Dean, Instruction 
Carlos Lopez, Dean, Instruction 
Joanna Quejada,~ Student Services 
Susan Guarino, Dean, lnfonnation Technology 
Charles Hawkins, Assoc. Dean, Research 
Terry Meadows, Interim Chiefof Police 
Rebecca Teague, Director, Grant Development 
Teri Sisco, Director, District Procurement/Gen. Services 
Marisa Mendoza, Interim Director, Upward Boundfralent Search 
Karin Marriott, Director Public lnfom1ation 

Visitors and other staff present: Jennifer Marrs, Fred 

Frontino, Dr. Mike Webster, Dave Higginson, Mike 

Rose, Sean McMurray 


LINK: 

Laurie McLaughlin, Dean. Instruction 


SJC BoTOl2110 



CONSENT AGENDA 
Items 200Q/ I 0-104 - 2009/ I 0-127 

Human Resources 
Item 2009/10-112 
Administrative Position Upgrade 

Item 2009/ 10-1 13 
Administrative Appointment 
Interim/Temporary 

• 	 The @ MSJC Technology Academy was held 
this week on the Menifee campus. This was an 
optional Flex day and the Menifee auditorium 
was filled close to capacity. He thanked the 
faculty and believes this demonstrates their 
dedication to online learning and continuing the 
tradition ofgreat instruction in the online 
environment our faculty provide. 

• 	 The college will host an optional Flex day on 
January 22nd at Menifee. The Administration 
will provide the faculty with updates on the 
current state of the budget, and planning 
process. Sessions on student discipline/conduct, 
the Educational Master Plan and a visioning 
session on the future of the MSJC police 
department will be included. 

• 	 The MSJC Foundation gala is fast approaching; 
please join us on February 6th at Wilson Creek 
Winery. 

Trustee Motte asked that Consent Agenda items #112i 

#1 I 3and # 123 be pulled for discussion. 


misc Schlange/McGargill • 

Moved to upprove Consent Agenda Items 2009/ I0-104 

through 2009/ I 0-1 27 with the exception of Items # 112, 

#113, and #123.: 

Motion passed. 

4/0 . 

misc McGargill/Schlange 

Moved to approve Item 2009/ J 0-112. 

Discussion 

Trustee Motte asked if the position was being recruited. 


Vice President Anderson said not at this time. The 

position will be filled with an interim, Karen Meyers, 

for the spring semester. The recruitment will taJce 

place this spring. 


Motion passed. 

410 

misc Schlange/McGargill 

Moved to approve Item 2009/ 10-113. 

Discussion 

Motion passed. 

410 

SJ(' BoT 01 2 110 vi 



EXHIBIT 6: MT. SAN JACINTO COLLEGE BOARD OF TRUSTEES MEETING ACTIONS TO APPROVE 

THE SUBSTANTIVE CHANGE PROPOSAL REQUEST 

Mt. San Jacinto Community College District Substantive Change Proposal - New Certificat e Programs 46 



~ Board of Trustees

• .MS~IC ~ MT. SAN JACINTO COMMUNITY COLLEGE DISTRICT AGENDA 
11T SAN JAc1NTo coLL1c1 1499 North State Street, San Jacinto, CA 92583 (951) 487-6752 

Vision Statement 
Our commitment to excellence is Your gateway to the future. 

Thursday, February 10, 2011 

San JacinLo Campus 


Room 200 


1.0 OPEN MEETING 	 3:30 p.m. 
1.1 	 Call to Order 

1.2 	 Pledge of Allegiance 

1.3 	 Roll Call 

l.4 	 Approval of Minutes - January 20, 2011 Regular Meeting 

1.5 	 AddiLions and/or Deletions to the Agenda 

• 
2.0 COMMENTS OF lNDIVIDUAL, GROUPS, DELEGATIONS 

Lll'ill:TED TO AGENDA ITEMS 
Public comments are limited to agenda items and shall be no more than five (5) minutes per 
speaker and t wenly (20) minutes per subject unless further time is granted by the Board of Trustees. 

3.0 	 REPORTS 
3.1 	 Board President & Trusrees 

3.2 	 Student Trustee 

3.3 	 Superintendent/President 

4.0 	 CLOSED SESSION 
Pursuant to all applicable educaLion codes, govemmenl codes and recently enacted statutes, the 
Board of Trustees will meet in closed session to discuss and/or act on the following matters: 

4 .1 	 CONFERENCE WITH LABOR NEGOTIATOR - Faculty Association CTA/NEA. The 
chief negotiator representing the Board of Trustees is Imm Ramos 

4.2 	 CONFERENCE WITH LABOR NEGOTIATOR - California School Employees 
Association (CSEA). The chief negotiator representing the Board of Trustees is lnna Ramos 

• 
4.3 CONFERENCE WITH LABOR NEGOTIATOR - Communications Workers of America 

(CW A). The chief negoLiator representing the Board of Tmstees is Irma Ramos 



4.4 CONFERENCE WITH LABOR NEGOTIATOR - Unrepresented employee. 

• 	
Superintendent/President 

4.5 	 CONFERENCE WITH LEGAL COUNSEL-ANTICIPATED LITIGATION 
1 Case 

4.6 	 CONFERENCE WITH LEGAL COUNSEL - EXISTING LITIGATION 
RIC I 0005925 

5.0 	 CONSENT AGENDA 
5.1 	 HUMAN RESOURCES 
20I0/11-153 	 Academic Temporary Appointments 7 

The Academic Temporary Appointments have been made pursuant to Board 
Policy Manual Chapter 7, BP7110-Delegations. The Administration recommends 
approval. 

20 I 0111-154 	 Academic Appointment 8 
The Academic Appointment has been made pursuant to Board Policy Manual 
Chapter 7, BP7 J I 0-Delegations. The Administration recommends approval. 

• 
2010/11-155 AcademicEguivalency 9 

Requests for equivalency come under the domain of the Academic Senate. The 
Senate has reviewed and is recommending approval of the equivalency to local 
hiring criteria and minimum qualifications. The Administration recommends 
approval. 

2010/11-156 	 Renewal of Administrative Contracts 10 
Administrators in the District are employed pursuant to EC 72411 and 72411.5 

• 

under the terms and conditions of an individually executed employment contract. 
The Administration recommends approval. 

2010/11 -157 New Classified Apoointments 11 
Classified Appointments are made pursuant to Board Policy Manual Chapter 7, 
BP7110-Delegations. The Administration recommends approval. 

2010/11- 158 New Associate Faculty - Spring 2011 12 
The New Associate Faculty appointments have been made Pursuant to Board 
Policy Manual Chapter 7, BP7 l l 0-Delegations. The Administration recommends 
approval. 

2010/11-159 Non-Credit lnstructors - Sprin~ 2011 13 
Non-credit instructor appointments have been made pursuant to Board Pol icy 
Manual Chapter 7, BP7110 - Delegations. The Administration recommends 
approval. 

2010/11-160 Short-Term Assignment 14 
Short-term Assignments are made pursuant to Board Policy Manual Chapter 7, 
BP7 l 10-Delegations. The Administration recommends approval. 

2 



15 

16 

2010/11-161 	 Substitute Assignments 

• 
Substitute ass ignments are made pursuant lo Board Policy Manual Chapter 7, 
BP7 l 10-Delegations. The Administration recommends approval. 

2010/11- 162 	 Stipends 
Payment for extra duties perfonned outside the realm of regular teaching 
assignments. The Administration recommends approval. 

2010/11-163 	 Leave of Absence Without Compensation 17 
This leave is being requested per CSEA contract article XI, section J l .1 2. 
The Administration recommends approval. 

2010/1 1-164 	 Separations 18 
Notification including the name, assignment and effective date for employees 
that are leaving the District. The Administration recommends approval. 

2010/11-165 	 Volunteers 19 
Volunteers play an invaluable role in the operation of the college. The 
Administration recommends the Board acknowledge the contribution of 
the volunteers. 

5.2 BUSINESS SERVICES 

• 
2010/11-166 Approval of Payroll, Purchase Orders. Contracts. and Commercial Warrants 20 

The Board of Trustees must authorize and approve all expenditures of 
the District to comply with applicable education and public contract 
codes. The Administration recommends approval. 

2010/11 -167 	 Transfers of Appropriations 2 1 
Authorization to make necessary accounting adjustments to the adopted budget. 
The Administration recommends approval. 

2010/11-168 	 Contract Agreements 22 
The Adminis tration recommends that the Board of Trustees provide 
authorization to execute the District contract agreements. 

2010/l 1-169 2010/2011 Budget Modification #4 23 
The adoption of this resolution will increase the Restricted General Fund 
(Fund 12) by $27,5 19. 19. T he Administration reconunends that these funds be 

appropriated according to the anached schedule. 

20 I 0/11- I 70 	 Quarterly Financial Status Report District/Auidliarv Quarterly Financial Reports 24 
The Administration recommends that the Board ofTrustees receive the 
quarterly report of the financial condition of the District and in accordance 
with Education Code section 84043, orders the report filed with the County 
Superintendent of Schools and the Chancellor's Office. 

• 
20l0/11 -171 Notice of Completion for the San Jacinto Campus Library ESL Remodel 25 

The Administration recommends the Board approve the execution of the Notice of 
Completion for the Project (under Civic Code Section 3093 - Public Works) and 
authorizes the Vice President of Business Services to execute the Notice. 
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26 

6.0 OPEN AGENDA 


• 
6.1 HUMANRESOURCES 
20I0/11- 172 Golden Handshake - STRS 

The District has determined that pursuant to Ed Code Section 22714 that because 
of impending curtailment of, or changes in the manner of performing services, the 
best interests of the District would be served by encouraging eligible certificated 
employees or academic employees to retire for service and that the retirement will 
result in a net savings to the District. The Administration recommends approval. 

2010/1 J-173 	 Golden Handshake - PERS 28 
The District has determined that because of impending curtailment of, or changes 
in the manner of performing services, it is in the best interests of the District to 
encourage retirement of eligible employees for service under Government Code 
Section 20904. The Administration recommends approval. 

6.2 	 SUPERINTENDENT/PRESIDENT 
2010/11 - 174 Rescheduling of Election Cycle 30 

Elections for the MSJC Board of Trustees are currently held every 2 years in odd 
numbered years. The District has been informed there would be a cost savings to the 
District as a result of aligning the District's elections with the statewide general 
elections held in even years. Elections Code 1302 (b) establishes a procedure 
whereby the District may change the election date for its Trustees by adopting a 
resolution no later than March 1, 2011 and submitting the resolution to the County 
Board of Supervisors for consideration. The Administration recommends approval. 

6.3 	 BOARD OF TRUSTEES• 2010/11 -175 Consideration/Approval Superintendent/President Employment Contract 31 
This action wilJ extend the Superintendent/President's employment contract 
effective July 1, 2011 through June 30, 2014. 

7.0 	 COMMENTS OF INDIVIDUAL, GROUPS, DELEGATIONS 
Public comments may address any item of interest to the public, other than agenda items, that 
are within the subject matter jurisdiction of the college. Comments shall be limited to five (5) 
minutes per speaker and twenty (20) minutes per subject unless further time is granted by the 
Board ofTrustees. 

8.0 	 INFORMATION AGENDA 
8.1 	 INSTRUCTION 

A. 	 Faculty Recognition 32 
Vice President of Instruction, Dr. Dennis Anderson will recognize Dr. Michelle 
Stewart. Upon recommendation of Lhe Academic Rank Committee, Dr. Stewart 
will advance from the rank of Associate Professor of English to that of Professor 
of English. 

• 
B. Changes to General Education Requirements for Students in the Associate 33 

Degree Nursing Program 
Dean of Nursing and Allied Health. Dr. Kathleen Winston will introduce changes 
to the general education requirements for student with baccalaureate degrees and 
enrolled in the MSJC Associate Degree Nursing Program as outlined in SB 1292 . 

4 



8.2 HUMAN RESOURCES 


• 
A. CTA Bargaining Proposal for Academic Year 2010-2011 34 

Pursuanl lo GC 3547, the California Teachers Association (CTA) proposal 
to open negotiations for academic year 2010-2011 is being sun-shined. Public 
comment on this proposal will be taken at the Board's next regularly scheduled 
meeting to be held in March 2011. 

8.3 	 BUSINESS SERVICES 
A. 	 Maintaining Fiscal Slability Priorities 35 

At the January 20, 2011 Board of Trustees Meeting, Vice President of Business 
Services, Becky Elam provided information on the Governor's Proposed Budget 
that included the Budget Development Committee's Maintaining Fiscal Stability 
priorities. At the request of the Trustees, these priorities are presented for further 
discussion. 

8.4 	 SUPERINTENDENT/PRESIDENT 
A. 	 Mt. San Jacinto College ACCJC Substantive Change 36 

In accordance with the ACCJC's Substantive Change Policy, Mt. San Jac into 
College will submit three Substantive Change Proposal Approval Requests. 
Associate Dean of Planning/Institutional Effectiveness/Grants, Rebecca Teague 
will speak to the changes that are being submitted through the collaboration of the 
administration and faculty. 

8.5 	 ACADEMIC SENATE REPORT 

• 8.6 CLASSIFIED SENATE REPORT 

8.7 STUDENT GOVERNMENT ASSOCIATION 

9.0 ADJOURNMENT 

Tbe next meeting of the Board of Trustees is scheduled for March 10, 201l at 3:30 p.m., San Jacinto 
Campus, Room #200. 

Board of Trustee meetings are LINKED to room #851 on the Menifee Valley Campus. 

Agenda-RelaJed documents which qualify as public records under Section 54957.S Subdivision (a) and 
(b) ofThe Ralph M. Brown Act (Government Code Section. 54950 et seq. ) are availabl~ for public -
inspection and/or distribution in the President>s Office, Room 204, Mt. San Jacinto College. 1499 N. 
State St., San Jacinto, and CA. 92583. 

Additional i11fomiation or available background material regarding any item on the agenda may be 
obtained by contacting the Administration Office at 951-487-3001 prior to the meeting. 

*Any member of the public who wishes to speak before the Board must complete a Public Participation 
form and return it lo the Board Chair prior to the meeting. Late arrivals will not be permitted to speak. 
(Forms are available at the speaker's table) 
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MSJC Board of Trustee meetings are taped and video recorded per Government Code Sections 54953.5 and 

• 
54953.6 and Education Code Section 72 I 2l(a). Recordings shall be subject to inspection by members of 
the public in accordance with the California Public Records Act, Government Code Sections 6250 . 

Any person with a disability may request this agenda be made available in an appropriate alternative fonnat. 
A request for a disability-related modification or accommodation may be made by a person with a disability 
who requires a modification or acconunodation in order to participate in the public meeting to: 

Kathy Donnell 
Executive Assistant to the Superintendent/President 
1499 N. State St 
San Jacinto. CA 92583-2399 
951-487-3002 
Office hours: 8:00 a.m. to 5:00 p.m. 

Request must be received at least 48 hours prior to the meeting . 

• 


Mt. San Jacinto College, a California Community College, offers accessible, innovative, comprehensive 
and quality educational programs and services to diverse, dynamic, and growing communities both 
within and beyond traditional geographic boundaries. We support life-long learning and student success 
by utilh;ing proven educational methodologies as determined by collaboralive institutWnal planning and 
assessment. To meet economic and workforce development needs, MSJC provides students with basic 
skills, general and career education that lead to transfer, associate degrees and certificates. Our 

• 
commitment to student learning empowers students with the skills and knowledge needed to effect 
positive change atld enhance the world in which we live . 
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~ Board of Trustees 

MsIC .... MT. SAN JACINTO COMMUNITY COLLEGE DISTRICT INFORMATION 
HT'"'" JACINTO coum 1499 North State Street, San Jacinto, CA 92583 (951) 487·6752 

Section: Subject: Mt. San Jacinto College ACCJC Date: 
Su rintendent/President Substantive Chan e 02/10111 

The Accrediting Commission of Community and Junior College (ACCJC) expects accredited institutions to 
undertake change respon~ibly and to continue to meet the Eligibility Requirements, Accreditation Standards 
and Commission policies even as they make changes. To provide assurance of institutional quality to the 
public and to maintain Title IV financial aid funds for students of the institution, u Substantive Cliarige 
Proposal must be reviewed and acted upon by the Commission's Committee on Substantive Change, or the 
Commission as a whole. 

A substantive change is a change which alters : the mission, scope, or name of the institution; the nature of 
the constituency served; the location or geographical area served; the control of the institution; the content 
of courses or programs to an extent which represents a significant departure from current curricula or the 
mode of delivery of a program so that the courses constitute 50% and/or more of a program and/or are 
offered at a distance or through electronic delivery; or the credit awarded to courses or programs. 

• 
Since 2005, Mt. San Jacinto College has experienced tremendous growth and as a result, the institution has 
developed new programs/certificates and degrees to meet the growing demands of our region, local industry 
needs, and constituents; we have created new off-campus sites to provide better access to higher education 
opportunities; and expanded our offerings in distance education . 

In accordance with the ACCJC's Substantive Change Policy, Mt. San Jacinto College will submit three 
Substantive Change Proposal Approval Requests focused on following changes in: 

l) Location or geographical area served by MSJC - to account for the Temecula Education Complex 
which offers at least 50% of an educational program 

2) Addition of courses that constitute 50% or more of a program offered through a mode of distance 
education or electronic delivery 

3) Addition of a new degree or vocational certificate program that represents a significant departure 
from an institution's current programs 

The three Substantive Change Proposals are in draft format and are still being finalized through 
collaboration with administration and faculty. The drafts are being presented to the Board ofTrustees as an 
information item. A formal action item will be placed on the following Board ofTrustee meeting agenda 
scheduled for March 10, 2011 for formal approval. 
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Mt. San Jacinto Board Policy 
Community College District Chapter 2 
1499 N. State Street Board of Trustees 
San Jacinto, CA 92583·2399 

Approved by Board: August 9 . 2001 Page 1of 1 
BP 2430 

Revisions: 

BP 2430 Delegation of Authority to Superintendent/President 

Reference: 
Education Code Sections 70902(d), 72400; 

Accreditation Standard 10.A.3 


The Board delegates to the Superintendent/President the executive responsibility for 
administering the policies adopted by the Board and executing all decisions of the 
Board requiring administrative action. 

The Superintendent/President may delegate any powers and duties entrusted to him or 
her by the Board, including the administration of colleges and centers, but will be 
specifically responsible to the Board for the execution of such delegated powers and 
duties. 

The Superintendent/President is empowered to reasonably interpret board policy. In 
situations where there is no board policy direction, the Superintendent/ President shall 
have the power to act, but such decisions shall be subject to review by the Board. It is 
the duty of the Superintendent/President to inform the Board of such action and to 
recommend written Board policy if one is required. 

The Superintendent/President is expected to perform the duties contained in the 
Superintendent/President job description and fulfill other responsibilities as may be 
determined in annual goal-setting or evaluation sessions. The Board in consultation with 
the Superintendent/President shall develop the job description and goals and objectives 
for performance. 

The Superintendent/President shall ensure that all relevant laws and regulations are 
complied with, and that required reports are submitted in timely fashion. 

The Superintendent/President shall make available any information or give any report 
requested by the Board as a whole. Individual trustee requests for information shall be 
met if, in the opinion of the Superintendent/President, they are not unduly burdensome 
or disruptive to District operations. Information provided to any trustee shall be available 
to all trustees. 

The Superintendent/President shall act as the professional advisor to the Board in 
policy formation. 

·32· 
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EXHIBIT 10: MATRIX SHOWING STUDENT ACCESS TO STUDENT SUPPORT SERVICES AND 

LEARNING RESOURCES APPROPRIATE TO THE PROGRAMS OFFERED ONLINE, OFF-SITE, AND 
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Substantive Change 
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register for, we need to direct them to counseling for guidance.Yes Yes Yes 
1 hourClasses 

Students can make appointment or walk-in onsite. Students can 

also submit a question via the online advisor 
Yes5 - 30 mins. YesCounseling N/A 

(http://wwwl.msjc.edu/formscripts/cou nse Ii ng/onIi n eadvisor Ico 

ntact.asp) for a counselor to answer general questions. 

Currently, tutoring is only offered at SJC and MVC. There is 


Tutoring 
 Walk-in Yes Yes discussion to implement tutoring in Temecula in spring (but only 

on a limited basis) 

N/A 
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MT. SAN JACINTO COLLEGE 

JOB SUMMARY 

MT. SAN JACINTO COMMUNITY COLLEGE DISTRICT 
Invites applications for the position of 

ASSOCIATE FACULTY - ALL DISCIPLINES 
CLOSING DATE: ONGOING 
Recruitment# NIA 

Associate faculty applications are accepted on a continuous basis for all disciplines. Applications are kept on file 
for 12 months from date of receipt. Various instructional division deans and/or department chairs will assess 
associate faculty needs and as they make these determinations, each will call the Human Resources 
Department and ask for applicants in the disciplines they need to staff. This will be true for all District facilities. 

Should we have an opening in your discipline, an administrator or faculty member will review the information you 
have submitted and call you if interested in your background. 

To ensure your application package is complete, please be sure all required materials are received. In most 
cases, an instructional division dean/department chairperson will not consider applicants who have not submitted 
all the required materials. 

All materials submitted in the application package are for this position only and become the property of the 
District. The materials will not be returned or considered for any other openings. 

ABOUT ASSOCIATE FACULTY 

Associate Faculty employees are required by State law, as a condition of employment, to pay fair share service 
fees to the CWA which is the bargaining unit representing Associate Faculty employees at this community 
college. 

The current rates of pay for New Hire Associate Faculty are: 

• Lecture Rate: $47.825 per hour 

• Lab Rate: $43.159 per hour 

• Non-Teaching: $43.159 per hour 

APPLICATION PROCEDURES 

Each candidate must submit: 

1. Completed District Academic application form 

2. Current resume 

3. Unofficial transcripts of college-level work 

o Academic disciplines: Master's and above 

o Vocational disciplines: Associate's and/or Bachelor's, higher, if available 

INCOMPLETE APPL/CATIONS WILL NOT BE CONSIDERED 

(The successful candidate must submit official transcripts of all college coursework at the time of employment.) 

Submit application materials to: 



Mt. San Jacinto Community College District 
Human Resources Department 
1499 North State Street 
San Jacinto, CA 92583 

MINIMUM QUALIFICATIONS 

Minimum qualifications for Faculty and Administrators for California Community Colleges are established by the 
Chancellor's Office. Associate Faculty applicants who do not meet the minimum qualifications to teach in a 
desired discipline but feel that they possess the equivalent of those qualifications, may request an equivalency 
judgment. Guidelines to assist you in determining whether you need to request an equivalency are outlined 
below. 

EQUIVALENCY POLICY 

Education: To qualify in most academic disciplines a Master's degree is required. To qualify in most career 
education disciplines, a Bachelor's degree and two years of experience or an Associate's degree and six years of 
experience is required. 

Applicants who claim equivalent qualifications shall provide conclusive evidence that they possess qualifications 
that are at least equivalent to those required by the minimum qualifications. The conclusive evidence must be as 
clear and reliable as college transcripts. The question Is not whether you "could teach the class," but 
whetheryou can show that you have acquired the equivalent of the minimum qualifications. Specifically, 
the person making the claim must provide conclusive evidence establishing equivalency. If you believe you are 
qualified for this position but do not meet minimum qualifications as stated above. you must complete and submit 
an application for equivalence with your completed application packet 

Application for equivalence 

Applicants are required to submit a written statement which documents and supports their claim for equivalency. 
In addition, It Is the responsibility of the applicant to submit all appropriate documentation. The conclusive 
evidence may include but is not limited to: 

a. 	 A transcript indicating that the appropriate courses were successfully completed at an accredited 
college. 

b. 	 Verification of occupational experience. 

c. 	 Letter from the educational institution that completed coursework is equivalent to the degree 

requirement. 


d. 	 College catalogs confirming degree coursework and identification of the appropriate coursework on the 
transcript. 

e. 	 Other evidence of demonstrated skill or accomplishment. 

Equlvalency Materials Must Be Submitted With Your Application 

THE COLLEGE 

Mt. San Jacinto Community College (MSJC) is a single college, multi-campus district, which serves the needs of 
students within a 1,700 square mile area of western Riverside County. This is one of the fastest growing 
community co lleges in the state. Currently, the District serves over 13,000 students on two campuses in San 
Jacinto and in Menifee Valley. The District is expected to continue growing through the remainder of the decade. 
The District offers a comprehensive program of transfer, technical, vocational, non-credit and community service 
programs. 

CrediUtransfer, and community education courses appeal to a diverse age and ethnic population. Twenty career 
and technical programs help prepare students for the workforce. 



The mission of Mt. San Jacinto College is to provide an excellent culturally enriching environment of academic, 
career, and lifelong learning programs, designed to meet the workforce challenges of a changing world and to 
offer equal access for diverse students to achieve transfer and career goals. 

The board assures that all employees and applicants for employment will be provided equal opportunity 
regardless of race, color. national origin, age, religion, sex, sexual orientation. disability, marital status. or veteran 
status. 

Applicants who need assistance in the application and/or hiring process should contact the Human Resources 
Department as soon as possible. The District will make reasonable accommodations for applicants with 
disabilities. 

THE COMMUNITY 

The area provides a diverse geography that includes recreational lakes, mountains, desert and wide open 
spaces. MSJC is located about 100 miles southeast of Los Angeles and 50 miles west of Palm Springs. There is 
freeway access to ocean beaches, skiing and cultural offerings in San Diego, Los Angeles and Orange County. 
Weekend recreational opportunities are a few hours away in Las Vegas, Arizona and nearby mountain resorts. 
Local theater productions and art galleries provide year-round entertainment, including the famous Ramona 
Festival and Pageant. 
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