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Course Information 
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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	TextField1: CCC000570960
	TextField1: This course is intended to prepare students for office skills that will enhance their ability to find employment or advance in their current employment position.
	TextField1: The primary purpose of this course is to prepare students to meet personal and professional communication needs using digital-age technology and keyboarding skills. The course will lay a basic foundation for effective communication and information sharing: letters, reports, email. 
	TextField1: Upon successful completion of the course the student will be able to:1. Demonstrate proper keyboarding techniques.2. Demonstrate ability to accurately type 45 wpm or greater.3. Demonstrate proficient use of word processing software functions using Microsoft Word including cut, copy, paste, insert/delete columns, rows, tables, save and name document files, print documents. 4. Demonstrate proficient use technology resources for effective communication and information sharing: letters, reports, email.
	TextField1: 1. Students will demonstrate proficient keyboarding technique by producing accurate output at typing speeds of 45 wpm or greater.2. Students will demonstrate proficient use of word processing software by producing output which includes cut, copy, paste, insert/delete columns, rows, tables, and save/name/print functions. 3. Students will demonstrate proficient use communication and information technology resources by sharing letters, reports, emails.
	TextField1: Lectures include an overview of Microsoft Word functions, ergonomics, keyboard design, proofreading marks, and a variety of correspondence styles (digital, positive and negative messages, persuasive messages, and reports).Students will plan and write three styles of correspondences. One to three minute online keyboarding assignments will be utilized for practice and development of speed and accuracy at the student's own pace. Online keyboarding exams will be five minutes in length. A passing grade for the course is evaluated as a student’s ability to master a speed of 45 wpm with no errors for three consecutive 5-minute exams. Students are expected to continue to participate in keyboarding exercises to increase speed with accuracy beyond the passing grade level. Students will also be given keyboarding practice utilizing a hard copy story, letter, or other printed document. 
	TextField1: Handouts as provided by instructor. 
	TextField1: Email delivering bad (or negative) news to one or more persons. Letter seeking to persuade one or more persons to take a particular action in a suitable business situation.Report on a plausible resolution to an ethical dilemma in business communications.
	TextField1: None. Students may only bring an outline of their writing assignment to class.All writing and keyboarding assignments are to be completed in class. 
	TextField1: Report on a resolution to an ethical dilemma.
	TextField1: Short lectures and online videos will be utilized to demonstrate proper keyboarding technique and fingering. Students will utilize instructor’s assigned online typing lessons for speed and accuracy assessment. Instructor will select business communication assignments and handouts from a Business Communication (Bus 202) textbook.
	TextField1: Students will complete three non-graded written tests. The instructor will assign a variety of written assignments from a Business Communication textbook. The choices will include a report, an email message, and a letter. Topics to be selected by the instructor.The textbook author's key will be utilized for assessment.
	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: A computer lab with Microsoft Word software and internet connectivity is required for the classroom setting. Typing speed and accuracy is assessed utilizing online programs such as is available at http://www.freetypinggame.net with words per minute determined by the standard calculation of 5 characters per word. Passing assessment is 45 wpm with no errors in three consecutive timed texts at 5 minutes each.
	TextField1: (Note:  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: [Suggested response]: 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: [Suggested response] 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: (Note:  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: [Suggested response] 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).
	TextField2: 12/10/2015
	TextField3: 1/19/2016
	TextField5: 
	TextField4: 
	TextField16: Handouts from the instructor. No textbook is required, however, there are textbooks and digital resources students may use as reference materials:Keyboarding Course, Lessons 1-25: College Keyboarding, 19th Edition VanHuss/Forde/Woo/Robertson Cengage ©2014 ISBN10: 1-133-58895-6 ISBN13: 978-1-133-58895-5DigiTools: Communication, Information, and Technology Skills, 3rd Edition, Barksdale, ISBN10: 0-538-74129-5 ISBN13: 978-0-538-74129-3 Cengage ©2012Century 21® Computer Skills and Applications, Lessons 1-90, 10th Edition, Hoggatt/Shank/Morris/Smith, ISBN-10: 1111571759 ISBN-13: 9781111571757 Cengage © 2015https://sites.google.com/a/apps.edina.k12.mn.us/techresourcesforteachers/keyboarding-activitieshttp://www.uen.org/Lessonplan/LPview.cgi?core=1214



