 SEQ CHAPTER \h \r 1Curriculum Writing Tips: Writing a Course Outline of Record (COR)
	Bloom’s Taxonomy: Action Verbs Requiring Cognitive Outcomes (Ideas)

Begin Learning Objectives with these (or other, similar) verbs
	Evaluation *

	
	appraise

	* The verbs in the last 3 columns are appropriate for critical thinking Learning Objectives, which should be indicated with an * in the Course Outline
	Synthesis *
	approve

	
	arrange
	assess

	
	Analysis *
	assemble
	choose

	
	analyze 
	collect
	compare

	
	Application
	appraise
	combine
	criticize

	
	apply
	break down 
	compose
	estimate

	
	Comprehension
	classify
	calculate 
	construct
	evaluate

	
	clarify 
	compute 
	categorize 
	create
	judge

	Knowledge
	describe
	demonstrate 
	compare 
	design
	measure

	define
	discuss 
	determine 
	contrast 
	formulate
	rate

	list
	explain
	dramatize
	criticize
	invent
	revise

	name
	express
	employ
	debate 
	manage
	score

	recall
	extrapolate
	find 
	diagram
	organize
	select

	record
	generalize
	interpret 
	differentiate
	plan
	value

	relate
	give examples 
	illustrate
	dissect
	prepare
	

	repeat
	identify
	operate 
	distinguish
	propose
	

	underline
	locate
	perform 
	examine 
	set up
	

	
	recognize
	practice
	experiment
	synthesize
	

	
	restate
	predict 
	inspect
	
	

	
	report
	schedule
	inventory
	
	

	
	review
	shop
	question
	
	

	
	summarize
	sketch
	relate
	
	

	
	tell
	solve
	separate
	
	

	
	translate
	use
	solve
	
	

	
	
	write
	test
	
	


It is perfectly correct and acceptable to use the same wording in Learning Objectives (LOs), assignments, and Methods of Evaluation (MoEs).  Cutting and pasting is not only allowed, it is often encouraged.

A.
The Course Itself.  This guide follows the “typical” path starting with the course outline, and progressing through the other components of the COR.  However, this pattern may not be the most effective or the easiest way to write some CORs.  It is important that all components are complete and they interlace well into a fully integrated outline, regardless of the fashion in which the COR was constructed.

Sometimes it is easier or makes more sense to start with LO’s and move throughout the COR from there; sometimes some other component of the curriculum is the driving feature and the sensible place to begin.  In the final product, the ideas, language, and concepts must overlap: what is covered in the topics is linked to the learning outcomes and the assignments; what is expected in the assignments is covered in the topics.  
Write Topics of the Course Outline
  Topics covered should be based on good practice in your discipline and should be able to be used by any qualified instructor.  This outline reflects what any (and all) instructor(s) teaching the course must cover - do not make it idiosyncratic or needlessly specific.  Topic order in the COR is not necessarily the order in which they are covered during instruction.

 Do not include “review” topics, or other topics that may be in the syllabus but are not specifically course content.

 In classes with both lecture lab components, it is especially important to clearly delineate which topics are covered  in lab and which in lecture.  If it is not feasible to make this distinction, some explanation of lecture and lab components of the class must be included.  This distinction is essential for both transferable courses and for stand-alone courses.

  The course outline of record (COR) is actually a contract between the student and IVC, and between IVC and the transferring institution.  Even non-transferable courses are a contract between IVC and the student.

Write the Learning Objectives (LOs) of the Course Outline
 Begin each LO with a verb;  [students will be able to...] is assumed for each LO.

  Not all of your LO’s need to reflect critical thinking but many or most of them should.  Of course, the number of critical thinking objectives also depends on the level of the course.  Refer to Bloom’s taxonomy to identify verbs that typically do, and those that do not reflect critical thinking.
 LOs should encompass all the course material: why teach it if you do not intend for that the students acquire it?  If, for example, you have a topic that addresses the causes of the French Revolution, a learning objective (LO) “critically analyze the political, economic, and social causes of the French Revolution” might be appropriate.  Note that one LO may cover many components of the Topics.

   In general, three are too few, ten are too many LO’s.  All the stated LO’s should be attainable within the scope and level of the course.

  Be sure to put an * on all LO’s that involve critical thinking

Write Typical Assignments for the Course Outline

Indicate what kind of reading, writing, oral, and other assignments students will complete
· Assignments should be linked to the language of the learning objectives.  If for example, you expect students to conduct a survey as an assignment, then within the topics covered there should be a segment on the formulation and administration of surveys (and their interpretation; maybe even how to present the project); these concepts and/or skills should probably also appear in the Learning Objectives if they are central to the course, and in the Methods of Evaluation of course, since the survey and its report must be evaluated.

· Follow the COR template as you compose examples of different types of assignments.  Be sure to include the types of assignments marked “required”.  Some typical types of  assignments are listed below.

$ 
Reading

$ 

from [assigned texts, journals, etc.  Include the sources specific to this course.] that expand and enhance lecture topics.

$ 

B. – C. – etc. Add additional reading, if relevant to your course e.g. professional reviews of shows published on-line or in print that model critical analyses expected of student work.

$ 
Writing

$ 

Research paper or series of essays that explores specific issues, achievements, hypotheses, etc.  For example, specify a typical issue or theory that would be addressed in a research paper assigned in your discipline.  You do not need to be overly specific, just reflect responsible academic practice in your discipline.

$ 

Journals/reports/field notes that comment on an experience by applying [topics covered] to ...

$ 
Other (or oral)

$ 

A case study based upon readings, handouts, actual experience/observations

$ 

A collection of examples, specimens, etc., a portfolio of work, lab notebook

$ 

Role playing, modeling behaviors, developing a plan for an activity

$ 

Presentations of research findings, small group project results, panel discussions

$ 

The experience or project that resulted in a journal or report noted as a separate assignment

 In classes with both lecture lab components, it is especially important to clearly delineate which work is done in lab and which is done outside class time.

  Exams and quizzes are not assignments; they are methods of evaluation.
List and explain your Methods of Evaluation (MoEs)  

  MoEs need to be directly related to one or more assignments and/or one or more learning objectives.

 The only MoEs that need not be echoed in “Typical Assignments” are exams and quizzes.  Ordinarily it is not advisable to specify how many exams or quizzes, so that individual instructors can and may decide individually.

  Explain what will be measured by each method.  For example, “Research paper that demonstrates the student’s ability to ... list one or more LOs here ...”  Note that you are not describing the paper or what the assignment is, but rather what the assignment (or exam) permits the student to demonstrate.  

 What needs to be evaluated is the extent to which LOs are accomplished.  For each LO instructors must ask, “did the student meet the objective?  Let’s find a way to observe how the student succeeded in learning what has been set forth.”  Therefore frame MoEs in the prescribed manner.

  Examples of typical MoEs:  

$ 
Essay and objective tests (exams) that ...  [for example, “Exams that demonstrate the student’s ability to define vocabulary terms” where an LO was “Define vocabulary terms.”]

$ 
Written or oral commentaries/reports that ...

$ 
Lab tests or practica that ...

$ 
Instructor evaluation of skills tests

$ 
Instructor evaluation of student participation in ...

 Note that “Instructor evaluation” is an appropriate description of the MoE ONLY when there is no tangible product to be assessed.

Lab & Lecture:
$ 
What is the difference?  A unit of credit represents how much time a typical student is expected to devote to learning per week of study, and the minimum for one unit is three hours of student work per week (assuming a 16-17 week semester).  This may be accomplished entirely during class, in which case it is designated “lab”, or about 1/3 in class and 2/3 outside class which is designated “lecture”.

$ 

Calling a class “lab” or “lecture” does not, in any way, reflect mode of instruction.  Only student workload in and out of class is relevant.

$ 

The notion of “lab” is based on a “typical” science lab course in which most of the work is done during class.  However, study time (e.g. for exams), preparation time, and some homework (e.g. to write lab reports) is not unusual in such courses.

$ 

A course does NOT change from lab to lecture/lab by virtue of beginning a lab class with an introductory lecture or explication of requirements, nor for expectations such as studying for exams, analyzing data, writing lab reports, preparing (even including some library research) for class.  In other words, if the instructor spends some time at each class session giving an introduction, and/or students have required journals or reports, or preparation requirements outside class, this does not warrant designation a 3 hour meeting as 0.5 hr lect + 2.5 hr lab.  If the class is primarily experiential, it is lab.

$ 

Faculty workload is not taken into consideration by the State in determining whether a class is lecture or lab.

$ 
What needs to be done?

$ 

Take pains to characterize your course correctly.

$ 

Make sure that your assignments reflect the appropriate workload for the course.

$ 

Be clear in all sections what components are part of the lecture, and what are part of the lab portions of the course.

B.
Transfer Articulation Data: Were you able to match your course (if transferrable) with a similar course at a CSU and UC school?  Our transfer courses must be lower division courses that resemble to a very great degree a course offered at another institution.  That is how and why they are able to be transferred.

$ 
It is best if comparable courses are found at both UC and CSU schools, but sometimes only one or the other can be found.

$ 
If a comparable UC class is found, the IVC number must be 1-99.

$ 
If a CSU but not UC comparable is found the IVC number must be 100-199.

$ 
If no UC nor CSU comparables are found but the course is not remedial, the IVC number must be 200-299.

$ 
Remember to check that prerequisites are also comparable, not just class descriptions.  Often you must also look carefully at the specific course at the university’s website to determine whether or not it is really comparable.
$ 

Try  www.assist.org  : online course information about articulated courses among California’s colleges and universities; use the on-line catalogues of particular universities, or come to the Articulation Office (SC 210D) to view the most current paper catalogues.

$ 

...   If you cannot readily find such a course, ask the Articulation Officer who has access to additional resources to help you.  

C.
Catalogue and Schedule Descriptions:  Does your catalogue description state the essentials of the course without exceeding 620 characters?  Is your schedule description 240 characters or less? 
$ 
Take a look at our catalogue and class schedule to get ideas.

$ 
The character count includes spaces, punctuation, etc., as well as letters and other symbols.

$ 
Use the topics covered to identify key concepts and selling points.  Remember: sometimes the transferring institution will look ONLY at the catalogue description to determine its transferability.  Be honest, be thorough, and be consistent with what is detailed in the COR.  Truth in advertising is our motto.

D.
Textbook:  At least one textbook or equivalent must be listed.  This is not a commitment to this particular resource immediately or for the duration of the COR; it is a gauge for articulation partners to assess our course.

· List current (within the last five years), representative, college-level texts, anthologies, historical documents, rules books, or other materials appropriate to the content of the course.
· You must also include author, title, publisher, and year.  

· If the course contains within it a lab component, information about the lab manual is also required-- even if it is lab document produced by the instructor or department.

· If the course is a composition course, a rhetoric handbook must be included for UC transfer purposes. 

· If a resource older than 5 years is cited, an statement is required to explain how and why this older text is used rather than a newer one (e.g. it is the discipline standard).

E.
Next Steps:  Are you ready to forward your COR to your department, chair, school, dean, and finally the Office of Instruction with all the necessary supporting documents?  Remember to get all the necessary signatures!  But first - make sure the COR components are in accord – it will save time and effort later.

The easiest way to check agreement of your instructional elements is to line them up in parallel fashion:
	Topics Covered
	Learning Objectives
	Assignments
	Methods of Evaluation

	Check your topics against ...


	your LO’s - these should have similar components ....

your LO’s should refer to or include all major topics
	... and be carried out by the assignments ...

which should make their intentions clear
	... so that the evaluations allow students to demonstrate that they have mastered the material and the learning objectives (including skills)

	
	all the LOs are evaluated 
	
	in one or more MoE

	
	
	all the assignments are evaluated
	in one or more MoE

	
	many LOs are reflected in one or more assignment
	all the assignments reflect one or more LO
	


The COR and its supporting documentation is sent to the Office of Instruction, where it is logged in and distributed to the Library to check available resources, Technology Services and the Alternate Media Specialist to check for accessibility compliance, and to the Technical Review Committee (TR) which checks for clarity and confirms that the COR is well integrated and complete.  If editing is suggested, the COR is returned to the author until TR is satisfied that it can recommend approval of the COR to the curriculum committee, Committee on Courses (CC).  

CC is a representative committee (each School is represented).  If the representative from a school is absent, no curriculum from that School will be considered during the meeting.  Any action brought to CC will be tabled if the representative from a school can not confirm that the faculty of that school approved that action, using whatever mechanism the school has chosen.

CC is a subcommittee of the IVC Academic Senate, and all of its actions are recommendations to the Senate.  Approval by the IVC Academic Senate is required to complete the process.
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