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Course Outline
Instructions in blue should be deleted before posting.
Faculty must submit an electronic copy of each outline to the appropriate dean's assistant.  S/he will place it in a secure place on the university network for viewing by the provost and the librarian. Current course outlines need to be on file to meet WASC guidelines.] 
[A copy of the New Course form (available in Registrar’s Office) should be submitted with this document.]
Overview

[Provide an introduction to the subject matter and show how the course fits in the university or department curriculum. Explain what the course is about and why students would want to learn the material.]

Catalog Course Description
Content, Language, & Style

· Write so that a person of average intelligence will be able to understand what is contained in the course, and will want to take the course.  

· Summarize course contents.  Be accurate, clear, and brief.

· Do not describe how course is presented.

· Do not repeat information contained in the course title.

· Length:  no longer than absolutely necessary, 900 character maximum.  

· Use active voice, rather than passive.

· Use present tense, e.g “Examines visual art and architecture”

· Do not use second person pronouns, e.g. “you”.

· Delete articles wherever possible: a, an, the.

· Spell out abbreviations.

· Avoid using excessive capitals. Programs are not capitalized.

· Avoid introductory phrases like “A course in…, A study of…, Overview of”.  

· Avoid jargon unique to the discipline as much as possible.  Those outside your field of study may need to know what this course is, not just those trained in the field.

· Avoid the phrase “the student.”

· Use parallel sentence structure.  For example:

Parallel: Comparison of history, mathematics, and chemistry
Not Parallel: Comparison about the past, mathematics, and how matter is constituted
Prerequisites/Co-requisites/Recommended prior coursework
[Help students realistically assess their readiness for your course by listing the knowledge, skills, or experience you expect them to already have or the courses they should have completed. Give students suggestions on how they might refresh their skills if they feel uncertain about their readiness. List any course which must be taken prior to or concurrently with this one.] 

Required Textbooks
[List the standard textbook(s) for this course. Instructors may not change Do without program director approval. Include authors, title edition number, publisher, ISBN and information on why these particular readings were selected. When possible, show the relationship between the readings and the course objectives
Other Course Materials/Technology 
[Identify additional materials or equipment needed for the course which all faculty will use. For example, do students need lab or safety equipment, art supplies, calculators, computers, online connection, drafting materials.  ]
Learning Outcomes

[List the standard objectives for this course. Instructors may not change without academic committee approval.  Begin each objective with the action verb that vest describes what the learner will do when demonstrating achievement of that objective upon completion of the course. For example:

List desired outcomes in behavioral or performance terms, i.d., what a successful learner is able to do upon completion of the course. Specify objectives that require students to think critically and to apply concepts taught in the course in new situations.]

Expanded Outline of Course Content
[Outline the course content, including essential topics, major subdivisions, and supporting detail For most 3-4 units courses the outline should be 1-3 pages long.] 

Methods of Evaluation

List representative types of assignments or skill demonstrations which reflect the minimum expectations for students which will serve as a guide for faculty.
Grading Policies/Rubrics

Describe any grading policies or rubrics which will be used by all faculty.
Supplementary Materials/Services for Success in this Course
[Include supplementary material to help students succeed in the course. For example consider providing one or more of the following: 

· Helpful hints on how to study, take notes or do well in class 

· Glossary of technical terms used in the course 

· References on specific topics for more in-depth exploration  

· Bibliography of supplemental readings at a higher or lower level of difficulty, in case students find the required text too simple or too challenging  

· A list of campus resources for tutoring and academic support, including computer labs  

· Online resources that may be helpful to students]  
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