RECOMMENDATIONS FOR COMPLETING OFFICIAL COURSE OUTLINES

The official course outline has a wide audience: students, transcript evaluators, part-time instructors, accreditation reviewers, and the State of Montana reflect a partial list of interested parties. The course outline describes the content and purpose of a course, and in so doing, it provides the foundation for the syllabus given to students. Furthermore, everything contained on page one of the official outline also appears in the MSU-B, College of Technology catalog. To serve these various purposes, the outline must be clear and accurate.

The Curriculum Committee offers here brief guidelines for filling out sections of the official course outline. Remember that the course outline must be accompanied by a New Course Form (new course) or a Change/Delete Course Form (revised course), samples of which can be found on the Academic Senate website forms folder.  http://www.msubillings.edu\senate\
COURSE PARAMETERS: (Page 1 of the Course Outline Form)
· For help filling out the first page, consult the attached instructions entitled "Course Outline Legend". 

COURSE DESCRIPTION:

· The course description should provide a succinct, accurate summary of course content. Three or four sentences should suffice.

· The course description must mention concurrent classes, that is, classes which must be taken at the same time.

· The course description should not mention things unrelated to course content (e.g., benefits of study, prerequisites).

PREREQUISITES:

· Please list prerequisites. If no prerequisite exists, say "None."

· You may also wish to recommend courses that, while not prerequisites help prepare students for the class.

· Consider course expectations in reading, composition, and mathematics when establishing prerequisites.

INSTRUCTIONAL MATERIALS REQUIRED OF STUDENTS:

· If your course requires a textbook, please put: "Text: As directed by instructor" unless your discipline makes it imperative to identify a specific textbook. (The reason for vagueness is to avoid having to revise the course outline every time the textbook changes and to leave some latitude for individual instructors.)

· In some cases, instructors may wish to mention a range of texts germane to their course. For example: "Texts such as...are appropriate. The final selection will be left to the instructor's discretion."

STUDENT LEARNING OUTCOMES
Student learning outcomes should

a. Clearly and briefly summarize what students should know and be able to do as a result of taking a course.  Use active verbs such as "describe," "identify," "estimate," "recognize," and "weld," to explain exactly what students must do in order to show that they have understood and have mastered material. "Understand" is itself too vague to convey what students know and can do. (See attached list Bloom’s Cognitive Domain verbs.)

b. The degree of specificity in detailing student learning outcomes will depend to some extent, upon the nature of a particular course. In no case should the list include particular assignments, activities, or topics to be covered.

GENERAL INSTRUCTIONAL METHODS:

· Please list the methods used rather than specify assignments. "Lecture, discussion, and collaborative projects," for example, is a sufficient description of instructional methods for some classes.

PERFORMANCE ASSESSMENT AND GRADING:

This category asks for information about how student work will be assessed.  It should indicate not only that tests, quizzes, and projects might be required, but also indicate one or more general criteria for determining student success. Thus, for example, "evaluation process" might state:

"Completion of course objectives and assigned papers and projects according to criteria provided by the instructor will be required. Grading will be in accordance with college standards." Specific grading scales are unnecessary. It is a good idea to avoid them because if a grading scale is detailed and an instructor changes that scale, then theoretically it becomes necessary to change the course outline.  Please make certain that specific information about the evaluation process--that is, about assessment methods and grading standards--occurs in the syllabus.

COURSE OUTLINE LEGEND

*Date:
New ‑ self explanatory/requires “New Course Form”.

Revised ‑ Mark it for any changes or corrections that are made to the course outline, including course description, course objectives and instruction and performance assessment methods.  Please also submit the “Change/Delete Course Form.”
Review/Update Only – use if no change has been made to the course outline.  Review of course outlines occurs every three years.
*Course Type:
Technical Preparatory Course ‑ is designed to prepare persons for employment in specified occupations or clusters of closely related occupations.

Technical Supplementary Course ‑ is designed for persons who have entered the work force. Courses are designed to meet upgrading or retraining needs in the occupational area in which individuals are employed.

Academic Foundations ‑ Areas of instruction including a representative range of academic and professional fields which parallel the offerings of the first two  years of the four‑year institutions, carry regular college transfer credit, and are  generally accepted for transfer credit by higher education institutions.

*Lecture, Lab, Clinical, Practicum hours (Weekly/Term):  This refers to the clock hours the class meets per week or per term.

   
Use weekly hours only for courses that usually meet standard term dates


Use total term hours only for courses that usually meet non-standard term dates. 

*Grading Status:  

   Letter Grade ‑ Standard A, B, C, etc. used for most courses.

   S/U ‑ Pass/Fail

   Optional ‑ Student selects S/U or letter grade status at enrollment.

   No grade ‑ "audit only" used for zero credit offerings.

*Academic Preparation:

Please check all boxes that apply:

Check Reading if student may not have a deficiency in Reading

Check Writing if student may not have a deficiency in Writing

Check Math if student may not have a deficiency in Math

*Curriculum Committee Approval ‑ Course outlines should be submitted to support all requests for new or substantively revised courses.  A "substantive" revision is a change in course number accompanied by a change in course title, course description, prerequisites, and academic preparation requirements, course content, a change in contact hours, or a change in course credit.  

Bloom’s Cognitive Domain

The following verbs are useful in discussing the six levels of Bloom’s Cognitive Domain.

KNOWLEDGE



ANALYSIS


EVALUATION

discuss




distinguish


judge

define




analyze



appraise

memorize



differentiate


evaluate

repeat




appraise



rate

record




calculate



compare

list




experiment


value

recall




test



revise

name




compare



score

relate




contrast



select






criticize



choose

COMPREHENSION


diagram



assess






inspect



estimate


discuss




debate



measure

restate




inventory


inspect

describe




question

recognize



relate

explain




solve

express




examine

identify

locate

report




SYNTHESIS

review






tell




compose







plan


APPLICATION



design







formulate

translate




arrange

interpret




assemble

apply




collect

employ




construct

use




create

demonstrate



set up

dramatize



organize

practice




manage

illustrate




prepare

operate




propose

schedule

show

sketch
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