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Course Information 
Articulation Request:
CB03 - TOP Code:
CB04 - Credit Status:
CB05 - Transfer Status:
CB08 - Basic Skills Status:
CB09 - SAM Priority Code:
CB10 - Cooperative Work Experience:
CB11 - Course Classification Status:
CB13 - Approved Special Class:
CB21 - Prior Transfer Level:
CB22 - Noncredit Category:
CB23 - Funding Agency Category:
CB24 - Program Status:
 Please select the appropriate box(s) of the modalities in which this course will be offered, and fill out the appropriate sections for that mode. 
JUSTIFICATION OF NEED: 
CATALOG DESCRIPTION: 
COURSE OBJECTIVES: 
STUDENT LEARNING OUTCOMES:  
A.  COURSE OUTLINE AND SCOPE 
1.  Outline of topics or content: 
2.  If a course contains laboratory or clinical/field hours, list examples of activities or topics: 
3.  Examples of reading assignments: 
4.  Examples of writing assignments: 
5.  Appropriate assignments to be completed outside of class: 
6.  Appropriate assignments that demonstrate critical thinking: 
7.  Other assignments (if applicable): 
___________________________________________________________________________________________________________________________
B.  FACE-TO-FACE COURSE SECTIONS:  
Face-to-face education 
Is a mode of delivery in which instruction is delivered in a traditional classroom setting, with instructor and students located simultaneously in the same classroom facility.
1.  Describe the methods of instruction:  
2.  Describe the methods of evaluating of student performance. 
3.  Describe how the confidentiality of the student’s work and grades will be maintained. 
4.  If the course has a lab component, describe how lab work is to be conducted and how student work 
is to be evaluated. 
NOTE: Students will be encouraged by instructors of this course to direct themselves to the College’s Disabled Students’ 
Programs and Services (DSP&S) department if they believe they have a learning disability.   
___________________________________________________________________________________________________________________________ 
C.  CORRESPONDENCE EDUCATION COURSE SECTIONS (Correspondence, hybrid correspondence) 
Correspondence education 
is a mode of delivery in which instructional materials are delivered by mail, 
courier or electronic transmission to students who are separated from the instructor by distance.  Contact 
between instructor and students is asynchronous.
Hybrid correspondence education
 is the combination of correspondence and face-to-face interaction 
between instructor and student.  
1.  Describe the methods of instruction. 
2.  Describe the methods of evaluating student performance. 
3.  Describe how regular, effective contact between the instructor and a student is maintained. 
4.  Describe procedures that help verify the individual submitting class work is the same individual  enrolled in the course section. 
5.  Describe procedures that evaluate the readiness of a student to succeed in a correspondence or hybrid correspondence course section. 
6.  Describe how the confidentiality of the student’s work and grades will be maintained. 
7.  If the course has a lab component, describe how lab work is to be conducted and how student work  is to be evaluated. 
8.  If the course requires specialized equipment, including computer and computer software or other equipment, identify the equipment, and describe how it is to be accessed by students. 
Note: Students will be encouraged by instructors of this course to direct themselves to the College’s Disabled Students’ 
Programs and Services (DSP&S) department if they believe they have a learning disability. 
___________________________________________________________________________________________________________________________ 
D.  DISTANCE EDUCATION COURSE SECTIONS (online, ITV, hybrid) 
Online education 
is a mode of delivery in which all instruction occurs online via the Internet.  Student and 
instructor access to email and the Internet is required.  Students are required to complete class work using 
email, chat rooms, discussion boards and other instructional online venues. 
Interactive television (ITV) 
is a mode of synchronous delivery in which instruction occurs via interactive 
television (closed circuit). 
Hybrid instruction 
is a combination of face-to-face instruction and online instruction.  
1.  Describe the methods of instruction. 
2.  Describe the methods of evaluating of student performance.
3.  Describe how regular, effective contact between the instructor and a student is maintained. 
4.  Describe procedures that help verify the individual submitting class work is the same individual enrolled in the course section. 
5.  Describe procedures that evaluate the readiness of a student to succeed in an online, ITV or hybrid  course section. 
6.  Describe how the confidentiality of the student’s work and grades will be maintained. 
7.  If the course has a lab component, describe how lab work is to be conducted and how student work is to be evaluated. 
8.  If the course requires specialized equipment, including computer and computer software or other equipment, identify the equipment, and describe how it is to be accessed by students.   
Note: Students will be encouraged by instructors of this course to direct themselves to the College’s Disabled Students’ 
Programs and Services (DSP&S) department if they believe they have a learning disability. 
___________________________________________________________________________________________________________________________
E.  REPRESENTATIVE TEXTBOOKS AND OTHER READING AND STUDY MATERIALS:
List author, title, and current publication date of all representative materials.   
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DIVISION CHAIR: __________________________________________________________________ 
DATE: ___________________________ 
LIBRARY: ___________________________________________________________________________  
DATE: ___________________________ 
CHAIR OF CURRICULUM COMMITTEE: _________________________________________  
DATE: ___________________________ 
SUPERINTENDENT/PRESIDENT: ________________________________________________  
DATE: ___________________________ 
	TextField1: CCC000424674
	TextField1: This course is required for the Associate of Science degree in Business Management and the Certificate of Achievement in Business Management.  It is an elective for the Associate of Science degree in Computer Information Systems. It is a transferrable course to CSU system.
	TextField1: Personnel techniques included in management, business and industry, such as selection, placement, testing, orientation, training,counseling, and promotion. Study of practical techniques of selecting, developing, and maintaining a competent labor force.
	TextField1: 1. Explain the challenges of human resources and management functions.2. Explain the educational and cultural shifts affecting the workforce.3. Analyze human resources requirements.4. Relate job characteristics models to motivate employees in the workforce.5. Analyze the characteristics of the labor market.6. Identify career opportunities and requirements.7. Recruiting and developing women and minorities in vacant positions.8. Explain training methods for non-managerial employees.9. Prepare a resume and assist with individual career planning.10. Promoting a safe work environment.
	TextField1: 1. Identify human resources functions and management processes.2. Develop and define effective human resource methods.3. Identify strategies for improving human resources.
	TextField1: 1. Overview of the strategic nature of human resource planning and its potential effect upon organizational competitiveness within the global marketplace.2. Analysis of staffing needs and the recruitment and selection of personnel.3. Implementation of equal employment opportunity.4. Training and development of human resources and the assessment of performance.5. Compensation, incentives, employee benefits.6. Union/management relations as related to employee rights discipline, health, safety, security, and grievance management.
	TextField1: n/a
	TextField1: Appropriate readings include textbook chapters and current federal, state, and local publications.
	TextField1: Writing assignments are required and may include, but are not limited to, the following:Essay examinations, analytical semester projects, reviews of current management periodicals, development of productivity reports, evaluation plans, and training manuals.
	TextField1: Outside assignments may include, but are not limited to, the following:Reading and writing assignments from textbook; library or internet research, development of productivity reports, evaluation plans, and training manuals.
	TextField1: Analytical semester projects that require the application of concepts and theories learned in the class. Analysis of various reports. Analyze complex case studies and the application of appropriate managerial techniques.
	TextField1: To be determined by instructor.Other assignments for Distance Education may include computer-based technology, Internet-based research and response projects, or collaborative home-school-community projects.
	TextField1: Methods of instruction may include, but are not limited to, the following: lecture, class discussion, small group activities, visual aids, case studies, homework and guest lecturers.
	TextField1: Evaluation procedures shall be developed by each instructor. However, such procedures will include exams and a final, which may include true/false questions, multiple choice, essay, and case analysis. Measurement of student performance may also include periodic quizzes, assignments, case presentations, and class participation, and other evidence of critical thinking as required by the instructor.
	TextField1: Instructors shall make reasonable efforts to protect the confidentiality of students’ grades and graded work consistent with practices described in the Family Education Rights and Privacy Act (FERPA).
	TextField1: n/a
	TextField1: Mutual contact is designed through a correspondence education modality, the instructor-student contact will be engaged through mail delivery. The instructor will require reading assignments, discussion responses, and periodic progress update reporting cycles will be followed.
	TextField1: Evaluation procedures shall be developed by each instructor. However, such procedures will include exams and a final, which may include true/false questions, multiple choice, essay, and case analysis. Measurement of student performance may also include periodic quizzes, assignments, case presentations, and other evidence of critical thinking as required by the instructor.
	TextField1: Regular, effective contact includes, but is not limited to, exams; quizzes; essays; research papers; graded homework assignments; syllabus receipt; office hours; instant messaging; and synchronous online discussions, e-mails, letters, notes, phone calls, or postings on the Bridge between instructor and student.
	TextField1: Consistent with policy elements listed in the ACCJC’s “Policy on Distance Education and on Correspondence Education,” the College verifies the identity of a student who participates in class or coursework by using, at the College’s discretion, such methods as a secure log-in and password, proctored examinations, or other technologies or practices that are developed and effective in verifying each student’s identification.
	TextField1: The procedure might consist of a short assessment questionnaire prepared by the instructor and self-administered by the student.  The questionnaire would evaluate areas such as working independently, adhering to timelines, and familiarity with working online and with computer technology.  The student would use the resulting score to evaluate his or her readiness to take the course in a correspondence or hybrid correspondence instructional mode.
	TextField1: Instructors shall make reasonable efforts to protect the confidentiality of students’ grades and graded work consistent with practices described in the Family Education Rights and Privacy Act (FERPA).
	TextField1: n/a
	TextField1: n/a
	TextField1: ITV: Discussion via interactive TV between the main campus and the Needles CenterOnline: Synchronous and asynchronous discussions between students and instructor
	TextField1: Evaluation procedures shall be developed by each instructor. However, such procedures will include exams and a final, which may include true/false questions, multiple choice, essay, and case analysis. Measurement of student performance may also include periodic quizzes, assignments, case presentations, and other evidence of critical thinking as required by the instructor.
	TextField1: Regular, effective contact includes, but is not limited to, exams; quizzes; essays; research papers; graded homework assignments; syllabus receipt; office hours; instant messaging; online discussions; e-mails; letters; notes; phone calls; or postings on the Bridge between instructor and student.)
	TextField1: Consistent with policy elements listed in the ACCJC’s “Policy on Distance Education and on Correspondence Education,” the College verifies the identity of a student who participates in class or coursework by using and the College’s discretion, such methods as a secure log-in and password, proctored examinations, or other technologies or practices that are developed and effective in verifying each student’s identification.
	TextField1: The procedure might consist of a short assessment questionnaire prepared by the instructor and self-administered by the student.  The questionnaire would evaluate areas such as working independently, adhering to timelines, and familiarity with working online and with computer technology.  The student would use the resulting score to evaluate his or her readiness to take the course in an online, ITV or hybrid instructional mode.
	TextField1: Instructors shall make reasonable efforts to protect the confidentiality of students’ grades and graded work consistent with practices described in the Family Education Rights and Privacy Act (FERPA).
	TextField1: n/a
	TextField1: Students will be required to have access to a personal computer and be able to connect to the internet if the course is online. ITV equipment and location will be provided by the College.
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