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Course Outline of Record Check List

	1. Is the course number consistent with the college’s numbering guidelines? 
	Course Numbering Guide: (Foothill’s system used as example)
1-49:  transferable to UC

1-99:  transferable to CSU

1-199:  FH AA/AS degree applicable

200-299:  Prereqs for required courses that lead to an AA/AS degree and/or non-degree applicable courses

300-399:  Workshops, review and other courses offered to meet special collegiate needs of a community nature; not degree applicable.

400-499:  Non-credit courses 

	2. Do the number/type of HOURS equal the UNIT value? (COR Guide pp. 16-17)
	1 hr lecture per week = 1 unit

2 hrs lec-lab per week = 1 unit

3 hrs lab per week = 1 unit

Round up to the nearest ½ unit.

	3. Repeatability Criteria

	A course may be repeated ONLY if one of the following is true (and the rationale must be specified on the COR):

1.  the content of the course differs each time it is offered (COR must explicitly specify how content differs)
2.  the course is an "activity" course in which the student meets course objectives by repeating a similar primary educational activity and gains an expanded educational experience each time the course repeated
3.  repetition is necessary for a student to meet legally mandated training requirement as a condition of continued paid or volunteer employment
If the course does not meet the above criteria, it is not repeatable 

	4. Is it part of a State approved degree or certificate?  
If NO, is there a completed a STAND ALONE FORM on file with the Instruction Office?
	Please remember that low-unit certificates of Specialization, Proficiency, Career and Skill, do not have State approval

	5. Online/Distance Learning Delivery
	· Distance Learning refers to any face-to-face class time being substituted with an alternate delivery method.  

· The application must be completed, approved by your division and filed with the Instruction Office.

	6. Description
(COR Guide p. 20)
	· A summary of course objectives/content, identification of the target audience, repeatability, transferability, (required for major, degree/certificate, transfer, etc.)

	7. Prerequisites, Co-requisites and Advisories
(COR Guide p. 18)
	Prerequisites:

· The prerequisite course must have been previously completed.

· Will block registration in this course.

· Adding/changing a prerequisite requires CONTENT REVIEW.

Co-requisites:

· Must be taken simultaneously.

· Will block registration in this course.

· Adding/changing a co-requisite requires CONTENT REVIEW
Advisories:

· Recommended to ensure student success.

· Does NOT block enrollment in the course.

	8. Course Objectives
(COR Guide p. 24 & 25)
	· Typically begins with “Upon successful course completion, the student will be able to….”

· Outline format (A, B, C, 1, 2, 3, a, b, c).

· Principle concepts, knowledge, skills and abilities.

· Must be objective & measurable.

· Use Bloom’s Taxonomy; courses are required to demonstrate critical thinking therefore faculty should consider using appropriate Bloom’s terminology. (CoR Guide p. 25)

· Most courses will have 3-10 specific learning objectives.

	9. Special Facilities and/or Equipment Needed:


	· Items listed in this area are normally used by all sections of the course.  The list is not intended to limit what may be used, only to inform the student of any possible additional equipment.

· This section is where the “when taught via Foothill Global Access….” statement is housed.

	10. Course Content (body of knowledge)
(COR Guide p. 28)
	· Outline format (A, B, C, 1, 2, 3, a, b, c)

· A list of the minimum material to be covered (no sentences)
· Should directly and CLEARLY align with Course Objectives

· Needs to align with course(s) that precede or will follow the course (avoid overlap)

	11. Methods of Evaluation
(COR Guide p. 34)
	· Must either specify types or provide examples (or both):

     Examples:

· Exams/homework/Papers

· Evaluation of contributions to class discussions

· Evaluation of interpretations of live performances and dramatic texts for cultural content.

· Should clearly align with the Course Objectives.

· Must effectively evaluate student’s mastery of critical thinking.

	12. Representative Text(s)
(COR Guide p. 40)
	Are the notations in MLA format?  For assistance refer to the online “Help Me” in the C3MS.

Should also include:

· Currency in content.

· Appropriate reading level for course.

· Include supporting materials to augment teaching.

	13. Authorized Discipline(s)
(COR Guide p. 14)
	The discipline should be spelled out ie. “Computer Information Systems” instead of “CIS”. 

	14. Method of Instruction 

(COR Guide p. 30)
	· Describe the methods of instruction.

· the focus should be about describing what the students will be doing and experiencing, not only with respect to the instructor, but in some cases with respect to each other, and with their environment.

· The description in this field should specify types or provide examples of the instructional methods that could be used in this course.  It is important to keep in mind that the assignments and methods of instruction and evaluation must be appropriate to the state objectives.

Examples:

· Lecture presentations and classroom discussion using the language of theatre.

· In-class reading of dramatic texts by the instructor and students followed by instructor-guided interpretation and analysis.

·  Group presentations of major projects followed by in-class discussion and evaluation.

	15. Lab Content

	If the course lists “LABORATORY” as a method of instruction or type of hours, this area MUST be complete.

	16. Examples of Required Reading & Writing Assignments and Outside of Class Assignments:
(COR Guide p. 37)
	This is a REQUIRED field.  

Examples:

· Ten poems or four or five pieces of short fiction or a combination, or a longer, single, sustained writing project and seven to ten pages on a research topic. 

· Students may be required to write reports from one paragraph to several pages explaining concepts or explaining and interpreting solutions to non-routine or applied problems.”



	17. Need/Justification

(COR Guide p. 10)
	This statement should establish the role of the course in a program or general education area in which it is designed to serve.  If it is a Stand Alone course, not part of a State approved program, its role in the college's curriculum should be explained.  This rationale should clearly distinguish the role of the proposed course from that of similar courses.

Examples:

· This course reflects a new requirement in hazardous materials technology which is now required for certification in fire science.

· This course in Jazz and Blues music grew out of increasing student demand for more on this subject than was currently being covered in our Popular American Music course.  This new course will be part of the restricted elective list for those majoring in music.
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