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Overview


• Regulations About Hours and Units
• Developing Effective Local Practices
• Sample Calculations
• Challenges for Curriculum Committees







I.  Regulations







CCC Credit Hour
§55002.5 defines the “Credit Hour” for the 
California Community Colleges


a) Establishes minimum of 48 total student 
learning hours = 1 unit


b) Requires awarding 2 units of credit when 
twice 1 unit calculation is reached. 


c) Requires awarding in .5 unit increments. 
d) Allows increments smaller than .5







Federal Credit Hour
USDE 34 CFR 600.2 
• Credit hour: Except as provided in 34 CFR 668.8(k) and (l), a 


credit hour is an amount of work represented in intended 
learning outcomes and verified by evidence of student 
achievement that is an institutionally established 
equivalency that reasonably approximates not less than—
1) One hour of classroom or direct faculty instruction and a 


minimum of two hours of out of class student work each week 
for approximately fifteen weeks for one semester or trimester 
hour of credit, or ten to twelve weeks for one quarter hour of 
credit, or the equivalent amount of work over a different 
amount of time; or 


2) At least an equivalent amount of work as required in 
paragraph (1) of this definition for other academic activities as 
established by the institution including laboratory work, 
internships, practica, studio work, and other academic work 
leading to the award of credit hours. 







Program and Course Approval 
Handbook


• Existing guidance in 5th Edition on pages 80‐83


• New guidelines in forthcoming PCAH 6th
Edition.  


• 6th Edition guidance consistent with principles 
and examples in this presentation.  







Important Concepts


• Regulations govern the relationship of total 
hours and units of credit.   


• Regulations do not govern ratios of in‐class to 
outside‐of‐class work for instructional 
categories, e.g. lecture, laboratory, activity, 
etc.  


• Many compliant variations of ratios, subject to 
standards in articulation and accreditation.   







162 Total Student Learning Hours = 3 
units of Credit
Three Variations


Regulations govern the total hours, articulation and 
accreditation provide standards for ratios.  







II. Practices







Local Policy


• Each College/District must develop a policy on 
how they assign units that is consistent with 
Title 5, the PCAH, and federal regulations


• Note: The suggestions and calculations given in 
this presentation are consistent with 
regulations, but they may not be consistent 
with your local policy. Make sure you review 
your local policy and modify the examples to fit 
your college.







Total Student Learning Hours
• 1 Unit of college credit is granted for 48 – 54 
student learning hours (48 hours is based on 16 
weeks at 3 hours per week, 54 hours is based on 
18 weeks at 3 hours per week).


• Total student learning hours include both contact 
hours and outside‐of‐class hours (homework).  


• Colleges can only collect apportionment for 
work completed in the classroom (contact 
hours).







Total Student Learning Hours vs. 
Contact Hours


Contact Hours:
• Term used to describe student hours spent under the direct 


supervision of an instructor in lecture, lab, activity, or other.   
• Required on COR by Title 5
• Hours as listed in the college catalog.
• Basis for faculty load and scheduling calculations.    


Student Learning Hours
• Total of all in‐class and out‐of‐class time a student spends on 


learning.  Includes lecture, lab, activity, other, and homework. 
• Hours used for Unit calculations in Title 5







Basics for Curriculum Committees
• For Curriculum, calculations of units are based on total 


“student learning hours,” which includes all in‐class and 
out‐of‐class work. 


• Hours recorded on the Course Outline of Record (COR) 
represent the maximum potential hours for a course. 
Actual hours for a given section vary based on 
calendars and scheduling. 


• The CCCCO recommends that hour to unit calculations 
for CORs should be based on 18 week semesters, even 
when a local college uses a 15, 16, or 17‐weeek 
calendar. 


• Course Outlines of Record should record total hours for 
each instructional category and total student learning 
hours. 







Lecture, Laboratory, Activity, etc.
• For lecture courses, it is assumed that students 
will complete a minimum of 2 hours of outside 
assignments for every hour they spend in class


• For laboratory courses, it is usually assumed that 
students will complete all of their work during in 
class hours


• For laboratory with homework, activity with 
homework, or other categories, it is assumed that 
students will complete some hours outside of 
class, but not as many as traditional lecture.  







III.  Standard Formula and 
Sample Calculations







Standard Formula for Calculating 
Units


To Calculate Units :


*54 is used for this example based on the 
recommendation from the Chancellor’s Office 
that local districts use an 18 week semester as 
the basis for calculating hour to unit ratios on 
Course Outlines of Record. Likewise, . . 


LectureHoursLabHoursHomeworkours
54







Sample  Calculation


Imagine that a course requires 72 hours of 
lecture, 54 hours of laboratory, and 144 hours of 
homework. Then the total number of units 
would be:


72 54144
54



270
54


 5units







Example 1


English 1A meets for 4 hours of lecture per 
week, over a 16 week semester. 


– How many hours of outside‐of‐class work should 
be listed on the COR? 


– How many total student learning hours? 
– How many units of credit should be recorded on 
the course outline of record? 







Solution 1
English 101 meets for 4 hours of lecture per 
week, over a 16 week semester. 


– How many hours of outside‐of‐class work should 
be listed on the COR? 
• 2 hours of outside work for every hour in class. 
Therefore, 4*2*18 = 144 hours


– How many total student learning hours? 
• 72 hours of lecture + 144 hours outside = 216 hours


– How many units of credit should be recorded on 
the course outline of record?
• 4 units







Example 2


Welding 130 meets for 3 hours of lab per week 
for 18 weeks. 


– How many hours of outside‐of‐class work should 
be listed on the COR? 


– How many total student learning hours? 
– How many units of credit should be recorded on 
the course outline of record? 







Solution 2
Welding 130 meets for 3 hours of lab per week 
for 18 weeks. 


– How many hours of outside‐of‐class work should 
be listed on the COR? 
• 0 hours are required for this laboratory course


– How many total student learning hours? 
• 3 * 18 = 54 hours


– How many units of credit should be recorded on 
the course outline of record? 
• 1 unit







Example 3


ARTS 100 meets for 6 hours of lab or activity w/ 
homework per week, over 18 weeks with 3 
hours of homework per week.  


– How many contact hours should be listed on COR? 
– How many total student learning hours? 
– How many units of credit should be recorded on 
the course outline of record?







Solution 3


ARTS 100 meets for 6 hours of activity w/ homework 
per week, over 18 weeks with 3 hours of homework per 
week.  


– How many contact hours should be listed on COR? 
• 108  (6 x 18 = 108) 


– How many total student learning hours? 
• 162  (9 x 18 = 162)


– How many units of credit should be recorded on 
the course outline of record?
• 3units  (162 / 54 = 3)







Challenging Scenario
Carpentry 101 – Introduction to Framing
Students are required to complete  710 hours of classroom time 
over 20 weeks, but there are no specifics on how those hours 
are divided between lecture, lab, or other categories. 
A. How would the faculty and the curriculum committee 


determine the appropriate breakdown of hours between 
lecture, lab, or other instructional formats? 


B. What elements on the COR would be reviewed to 
determine if the hours had been assigned to the 
appropriate instructional formats? 


C. How many units of credit? 
D. How many hours per week in each category? 
E. What potential conflicts and pressure could enter in to this 


course approval? 
F. What is the role of local policy and practice in this case? 







Scenario Answers
A. Local policy, process, and standards based on 


guidelines in T5 and PCAH. COR elements can 
provide direction. 


B. Homework, evaluation, assignments, content, 
outcomes, objectives, content. 


C. Depends! Pure Lab= 13 units, Pure Lecture=39 
units, Lec/Lab = Variable 


D. Faculty Load, Cost of Enrollment, External Acc. 
E. To provide guidelines that answer this question 


from inception and delineate between 
prescriptive and permissive aspects of regulation 
re: unit calculation. 







How would you handle this?
Your athletics faculty are proposing a new 
course for your college’s men’s golf team. Your 
faculty know that the student athletes can only 
have so many units in athletics, so they propose 
that this new course be 2 units of laboratory. 
Since Title 5 allows a maximum of 350 hours per 
sport, your faculty propose the course to have a 
total of 350 hours. How would you address this 
situation?







IV.  Fractional Unit Awards and 
Other Calculations







Fractional Units


• Title 5 §55002.5 requires colleges to award in 
.5 increments. 


• Title 5 allows colleges to award in smaller 
increments







Hour Ranges and Unit Thresholds
Range of hours for each increment of credit (in 54 = 
1 scenario):


• .5 unit = 1 – 53 total SLH
• 1 unit  = 54 – 80 total SLH
• 1.5 units = 81 – 107 total SLH
• 2 units = 108 – 134 total SLH


This is similar to grading, where a B = 80 – 89%.  
Students earn the next unit of credit when they 
cross the next fractional unit threshold.  







Other Calculation Standards


• Cooperative Work Experience
• Independent Study
• Open Entry / Open Exit
• Clock Hour Programs







Challenges for Curriculum Committees
• Differential pay for instructional categories.  


• Transfer degrees have a 60 unit limit. There may be 
pressure to reduce the number of units in courses 
to facilitate the creation of new ADTs. Create a local 
process to evaluate the course based upon the 
content being covered and follow it. Cutting out 
hours to create a new ADT could have a negative 
impact on the articulation of your course.


• Faculty may propose increasing units for reasons 
involving instructor load or other factors rather 
than content and instruction.  Again, make sure 
your process focuses on curricular considerations.







Tips


• Develop a local policy that is consistent with 
regulations and make sure that everyone 
knows what the policy is.


• Train your committee to calculate units and 
evaluate when a course is lecture, laboratory, 
lecture/lab, lab / activity with homework, etc.


• Issues like faculty workload are not issues for 
the curriculum committee. Leave them to your 
union. 







Questions?


• Thank you for joining us!
– Craig Rutan: rutan_craig@sccollege.edu
– Erik Shearer: eshearer@napavalley.edu








Curriculum Basics


META tutorials can be found at the district curriculum 
page:


http://rccd.edu/administration/educationalservices/Pages/
Curriculum.aspx


1. Viewing a course outline of record (COR) in 
META


a. Active, Historical, In review, Draft
2. Reviewing a course proposal in META


a. My approvals
b. Comments







Types of Course Proposals


• New course
• Existing course modification


Major modification
Minor modification


• Distance education (DE) proposal
Hybrid and online


• Course inclusion ( course inclusion form)
course already exists R or MV


• Course exclusion ( course exclusion form)
course will still exist at R or MV


• Course deletion
course will no longer exist at any of the colleges







Curriculum process for approving new courses or 
modifying existing courses


1. Originator launches a new course or modifies an existing 
course in META


2. Discipline and department approval
3. District facilitator 
4. Technical review committee
5. College curriculum committee
6. District curriculum committee ( if a district-wide course)


The process is basically the same for modifications to 
programs ( certificates and degrees).







HOW TO WRITE AN 
INTEGRATED COURSE 


OUTLINE







Parts of a course outline


• Course number and course title
• Hours and units
• Course description and short description
• Prerequisites, corequisites, and advisory
• Entrance skills
• Student learning outcomes (SLOs)
• Learning objectives
• Course content
• Methods of instruction
• Methods of evaluation
• Sample assignments
• Course materials







Hours and Units


18 lecture hours = 1 unit
54 lab hours = 1 unit


For example, a course with 36 lecture hours and 54 lab   
hours is 3 units.







Entry Skills


List 3 or more skills which that students must possess upon entry to the 
course in order to justify their ability to succeed in this course.  


These may consist of: 
• generalized learning outcomes from a preceding sequential course; 
• skills acquired in on-the-job training; 
• skills learned in co-requisite or previously taken courses; or 
• background knowledge assessed through proficiency testing or   
certification (e.g., ability to speak a second language, to perform CPR, to 
use Visual Basic, etc.


•If applicable, link the entry skills to the prerequisite course.







Student Learning Outcomes
Write at least 3, but no more than 7, student learning outcomes which 
accurately reflect specific performance goals for students who 
successfully complete this course:


•Use as many higher-level Bloom’s Taxonomic Verbs as possible, that is, 
those which require the critical thinking skills of analysis, synthesis and 
evaluation.


•If your course is vocational, applied, performance, or basic-skills, verbs 
demonstrating affective and psycho-motor skills are acceptable and 
expected. 


•For performance, applied, vocational and basic-skills classes, group specific 
skills sets into general performance goals. 


•Link the SLOs to the new General Education SLOs.







Definition: Objectives


• The Course Outline of Record: A Curriculum 
Reference Guide Revisited (2017)  
– COR Guide revisited


• Course objectives state the concepts or skills faculty 
introduce to students in a course or program in order to 
prepare students to meet a student learning outcome. 


• Objectives are the means, not the ends. 







Course Student Learning Outcomes
• Course SLOs are the intended abilities and knowledge 


students can demonstrate after successfully completing 
the course objectives.


• SLOs must be written in measurable or observable 
terms and as actions that a student will perform in order 
to display the skills necessary to meet the SLO.


• Overarching skills, abilities, knowledge, or attitudes 
gained as a result of successfully completing course 
objectives that students can demonstrate beyond the 
classroom.







Course Student Learning Outcomes
• Synthesis of discreet skills using higher level 


critical thinking skills


• Typically encompass multiple discrete 
objectives


• The SLO synthesizes the content and skills 
learned by completing all the objectives.







An example…  


Course SLO:
• Evaluate and critique 


student drawings and 
receive criticism 
from others. 


Underlying Course Objectives:
• Evaluate drawings orally using 


correct terminology related to 
concepts, materials, and 
techniques.


• Evaluate drawings in writing 
using correct terminology 
related to concepts, materials, 
and techniques.


• Critique finished drawings and 
receive criticism from others in 
a group setting 







Another example…
Course SLO
• Write academic 


prose with a 
clear purpose 
and effective, 
logical, relevant 
support from 
sources.


Underlying Course Objectives
• Establish and maintain a clear controlling 


idea (a thesis) in a documented essay of at 
least 1,500 words with significant and 
substantive content that is based on college-
level reading materials.


• Develop an essay that uses convincing 
evidence in a sequence of effective and 
organized paragraphs with a clear and 
apparent logical progression to illustrate a 
larger idea.


• Use the library and Internet as tools to find 
college-level reading materials. Comprehend 
and evaluate such texts. Incorporate these 
readings as concrete and credible support for 
a position. Acknowledge evidence from a 
variety of primary and secondary sources.







Another way of stating this


SLOs: 
• Overarching, Summative, 


Measurable or 
Observable


• Represent synthesis in 
learning


• Applicable beyond the 
completion of the course


• Mapped to program 
learning outcomes


Objectives
• Specific, discrete skills, 


knowledge, abilities, 
attitudes students will 
learn in the course


• Mapped to course content







Title 5 and ACCJC Standards


• Title 5 states that OBJECTIVES must be a component 
of the COR – §55002(a)(3). 


• ACCJC requires OUTCOMES – II.A.3: The institution 
has officially approved and current course outlines that 
include student learning outcomes. In every class 
section students receive a course syllabus that includes 
learning outcomes from the institution’s officially 
approved course outline.







Critical Thinking


Students will be able to demonstrate higher-order thinking skills 
about issues, problems, and explanations for which multiple 
solutions are possible. Students will be able to explore problems 
and, where possible, solve them. Students will be able to 
develop, test, and evaluate rival hypotheses. Students will be 
able to construct sound arguments and evaluate the arguments 
of others.


Information Competency & Technology Literacy


Students will be able to use technology to locate, organize, and 
evaluate information. They will be able to locate relevant 
information, judge the reliability of sources, and evaluate the 
evidence contained in those sources as they construct 
arguments, make decisions, and solve problems.







Communication


Students will be able to communicate effectively in diverse 
situations. They will be able to create, express, and interpret 
meaning in oral, visual, and written forms. They will also be able 
to demonstrate quantitative literacy and the ability to use 
graphical, symbolic, and numerical methods to analyze, 
organize, and interpret data.


Self-Development & Global Awareness


Students will be able to develop goals and devise strategies for 
personal development and well-being. They will be able to 
demonstrate an understanding of what it means to be an ethical 
human being and an effective citizen in their awareness of 
diversity and various cultural viewpoints.







Course Content
•List of the key principles/ topics and subtopics that must be covered by all 
instructors. 


•Actual course content should be listed here, NOT activities or 
assessments, such as introductions, midterm exams, etc.


•The use of a formal (but detailed) outline or indented style is highly 
recommended.


•NOTE:  “Components of a Model Course Outline of Record” (CA Academic 
Senate, Nov. 1995) states that the course content is “the central component 
of the outline.  This section should include a complete listing of the topics 
taught in the course.  They should be arranged by major headings with sub-
topics”.  


•Where multiple approaches to a course are reasonable and desirable, indicate 
this.  For example, an instructor’s approach to a literature or social science 
class may legitimately be historical/ chronological, thematic, or genre-based.  







Methods of Instruction
• Write your methods of instruction in such a way that the methods 


described are specifically related to the course objectives. 


• Generally, the methods of instruction can be structured in two parts:
(1) A statement of the particular method (lecture, group activities, etc.) 


followed by 
(2) a statement of what learning outcome that method is designed to 


activate (to gain practice in writing critical essays, to enhance 
awareness of XX, etc.)


• Title 5 indicates that critical thinking must be a component of all 
college courses, so make sure your methods of instruction show that 
critical thinking is happening!







Sample Methods of Instruction:


Bad:


Presentation of class lectures/discussions/demonstrations.


Good:


Presentation of class lectures/discussions/demonstrations on the operations of 
arithmetic to create proficiency in solving algebraic expressions.







Sample Methods of Instruction:


Bad:


Pair and group activities.


Good:


Pair and group activities to develop and discuss the interpretation of plays and 
the effectiveness of theatrical techniques.







Methods of Evaluation


Avoid a simple list.  Clearly articulate how these methods of evaluation actually
help instructors to assess whether or not students are achieving student learning 
outcomes.  


Keep in mind that your list should include typical assignments used in achieving  
critical thinking.  







Sample methods of evaluation:


Bad:


Oral reports and presentations.


Good:


Oral reports and presentations on the interpretation of live theatrical 
performances and dramatic texts for cultural content and performance 
technique.







Sample methods of evaluation:


Bad:


Quizzes/examinations.


Good:


Quizzes/examinations on the basic operations of arithmetic and their application 
to solving mathematical problems.







• Examples of Sample Reading Assignments:


Bad:


Read chapters from the required text.


Good:


Read about the various interdisciplinary approaches to creativity and how to 
activate the creative impulse.







• Examples of Sample Writing Assignments:


Bad:


Write a 1500 word essay.


Good:


Write a 1500 word essay on an analysis of the creativity and imagination of a famous 
person in history.







Course Materials
•List text(s) which are typical and appropriate for this course. 
•Should include an updated text within 5 years.
•Use standard MLA or APA bibliographical form.  Alphabetize your list of texts.  
See examples below.


[MLA format]
Rost, Michael.  Listening Contours. 4th ed.  Lingual House, 2004.


[APA format:]
Rost, Michael. (2005) Sociolinguistics.  Oxford University Press.


•List or describe any additional materials, such as teacher-prepared booklets, 
cassette tapes, CDs, DVDs, supplementary readers, primary texts, etc.


•List or describe any other materials required for student use/success in this 
course, such as protective eyewear, uniforms, aprons, etc.







Distance Education
• DE proposals should explain how “ regular 


effective contact” will take place.


• Unlike correspondence education, in which 
students are responsible for initiating contact 
with the instructor, DE instructors are required 
to actively initiate interaction with their 
students.







Forms of Instructor Initiated 
Contact


At a minimum, instructs should use:


• Threaded discussion forums within the course management system, 
with appropriate instructor participation.


• E-mail.
• Announcements
• Timely feedback on student work.
• Virtual Office Hours.
• Instructor prepared e-lectures or introductions in the form of e-lectures 


to any publisher created materials (written, recorded*, broadcast, etc.) 
that, combined with other course materials, creates the virtual 
equivalent of the face-to-face class.







• DE Courses are considered the virtual equivalent to face-to-face 
courses. Therefore, the frequency of the contact will be at least the 
same as would be established in a regular, face-to-face course. The 
number of instructor hours that an instructor is available to students 
enrolled in a DE class (asynchronous or synchronous) must be at least 
equal to the number of hours of availability required for face-to-face 
students.







Associate Degrees for 
Transfer (ADTs)


In response to Senate Bill 1440, the Academic Senates for California 
Community Colleges and California State University have developed a 
faculty-led, state-wide, concerted effort to identify the course content 
for new associate degrees for transfer, which simultaneously 
award students an associate degree and prepare them for special 
benefits/guarantees upon transfer to CSU. The C-ID infrastructure is 
being used to develop and vet the transfer model curriculum (TMC) in 
each of the most common transfer majors. Further, C-ID is being used 
to develop descriptors for all the courses in the TMCs, providing 
assurances to students and faculty that courses offered at one 
institution are comparable to those elsewhere, provided they have the 
same C-ID number.


The c-id descriptors and TMC templates 
can be found at c-id.net
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Nicholas Franco………………….. Social and Behavioral Sciences/ Articulation Officer 
Lisa Martin ……………………….. Social and Behavioral Sciences/Counseling 
Michael Bobo ………….…………. Arts, Humanities and World Languages 
Nicole Capps …………………….. Communications 
Andrea Meza……………...………..ASNC 
 
Members Absent:  
Dr. Jason Parks……………………Dean of Instruction 
Mitzi Sloniger …………………….. Communications 
Janet Frewing ..……………………Math 
 
Guest: Ashlee Johnson ….BEIT 
 
A. Agenda Approval: MSC: MSC: R. Beck/ L. Martin *Approved. 
B. Minutes 5/28/19 Approval  MSC: T. Friedrich Finnern/ R. Beck *Approved. 2 Abstentions. 
C. Discussion items:  


1. Curriculum Committee Training: Brian Johnson presented a PowerPoint outline of Curriculum 
training to the committee. A copy was emailed to all the committee members. Clarified questions 
that if only a Norco Course is approved, it moved to the DCC as an information item and then 
goes to the Board of Trustees for approval. 


2. RCCD Curriculum Handbook first read. Brian Johnson went over the handbook with the committee 
and a copy was emailed to all the committee members asking for them to review it and submit any 
edits to him. Requested for this handbook to be posted to our website. 


3. Accreditation Request for College Committees. Need responses. *Tabled*  
i. Based on the expertise of your committee, does this section of the ISER represent college 


processes and/or information accurately? If not, please identify the correct information. 
ii. Is any important evidence missing or out of date? If so, where would is the missing or up-to-date 


evidence located? 
iii. Do you have any other comments or recommendations related to this section? 


 
D. New Discipline: NONE 
E. New Courses:  


1. PDS-814 Closing Techniques That Win the Sale *MNR  Part of a noncredit certificate on 
sales techniques. * HOLD – Issues with cross-listed CAT courses. 







2. PDS-815 Winning Sales Scripts *MNR  Part of a noncredit certificate on sales techniques. * 
HOLD – Issues with cross-listed CAT courses. 


3. PDS-812 Workplace Communication Strategies  *MNR  This course is part of a noncredit 
certificate. * HOLD – Issues with cross-listed CAT courses. 


4. PDS-805 Difficult Conversations *MNR  This course is part of a noncredit certificate. * 
HOLD – Issues with cross-listed CAT courses. 


5. PDS-806 The Art of Negotiating and Collaborating  *MNR This course is part of a noncredit 
certificate. * HOLD – Issues with cross-listed CAT courses. 


6. PDS-807 Personality Styles and Difficult Relationships   *MNR This course is part of a 
noncredit certificate. * HOLD – Issues with cross-listed CAT courses. 


7. PDS-813 Best Practices in Customer Service *MNR This course is part of a noncredit 
certificate. * HOLD – Issues with cross-listed CAT courses. 


8. PDS-801 Leadership Skills *MNR This course is part of a noncredit certificate. * HOLD – 
Issues with cross-listed CAT courses. 


9. PDS-802 Supervisory Skills *MNR This course is part of a noncredit certificate. * HOLD – 
Issues with cross-listed CAT courses. 


10. PDS-803 Increasing Productivity *MNR This course is part of a noncredit certificate. * 
HOLD – Issues with cross-listed CAT courses. 


11. PDS-804 Motivating Yourself and Others   *MNR This course is part of a noncredit 
certificate. * HOLD – Issues with cross-listed CAT courses. 


12. PDS-808 Critical Thinking, Problem Solving and Decision Making  *MNR This course is part 
of noncredit certificate.  * HOLD – Issues with cross-listed CAT courses. 


13. PDS-809 Business Writing in a Technological World *MNR This course is part of noncredit 
certificate. * HOLD – Issues with cross-listed CAT courses. 


14. PDS-810 Time Management   *MNR This course is part of noncredit certificate. HOLD – 
Issues with cross-listed CAT courses 


15. PDS-811 High Impact Presentations and Proposals for the Work Place  *MNR  This course if 
part of a noncredit certificate. * HOLD – Issues with cross-listed CAT courses. 


16. APP-450 Apprenticeship Work Experience *N  Apprenticeship is an industry driven 
training system that ensures a highly skilled internationally competitive workforce in a variety of 
trades.  Industry established training and certification standards and provides direction to the 
system through a variety of ways. This course would be similar to WKS 200 where the students 
register for it and then are sorted, by the instructor, into the appropriate work experience class 
according to their selected trade.  Students would primarily be full time employees working in that 
trade.  It is the first class in what will be a apprenticeship certificate in a variety of areas. MSC: N. 
Capps/ T. FriedrichFinnern * Approved.  


F. New Stand Alone Courses: NONE 
G. Course Inclusions: NONE 
H. Course Exclusions: NONE 
I. Course Deletions:  


1. ENE-22 Engineering Drawing *N  Contents covered by ENE-41, for direct transfer to USC 
*This is cross-listed with DFT-22  Hold. Move to agenda next week 


2. ENE-28 Technical Design *N  Contents covered by ENE-41, for direct transfer to USC 
Hold. Move to agenda next week 


J. Distance Education: 
1. CHI-2DE Chinese 2DE    *NR  *MSC: V. Harris/ M. Bobo *APPROVED 
2. CHI-1DE Chinese 1DE    *NR *MSC: V. Harris/ M. Bobo *APPROVED 


 







 


 
K. Major Course Modifications: 


1. CON-60 Introduction to Construction  *N Update text edition, description, objectives, 
SLOs. * Still on HOLD * Not ready. * Remove from agenda. Course moved back to DRAFT in 
META. 


2. CON-62 Blueprint Reading *N  Update text edition, description, objectives, SLOs. * Still 
on HOLD. Not ready. Remove from agenda. Course moved back to DRAFT in META. 


3. CON-63A International Building Code  *N  Update COR * Still on HOLD. Not ready. Remove 
from agenda. Course moved back to DRAFT in META. 


4. CON-64 Office Procedures and Field Inspection *N  Update text. * Still on HOLD. Not 
ready.  Remove from agenda. Course moved back to DRAFT in META. 


5. CON-70 Fundamentals of Soil Technology Change under materials the Uniform Building 
Code 1997 to International Building Code 2006  * Still on HOLD. Not ready.  Remove from 
agenda. Course moved back to DRAFT in META. 


6. ENE-60 Math for Engineering Technology Include the addition of course objectives and 
update textbooks * Still on HOLD. Needs major revisions from ‘Method of Instruction’ and the rest 
of the sections below that.  Remove from agenda.  


7. MUS-32A Class Piano I Add objectives. *MNR Update SLOs, content, and textbook.  MSC: 
V. Harris/ R. Beck *APPROVED. CSUGE/IGETC is wrong and needs to be taken out. 


8. MUS-32B Class Piano II *MNR  Add objectives. Update SLOs and textbook.  MSC: V. 
Harris/ R. Beck *APPROVED. CSUGE/IGETC is wrong and needs to be taken out. 


9. MUS-32C Class Piano III *MNR  Add objectives. Update SLOs and textbook.  MSC: V. 
Harris/ R. Beck *APPROVED. CSUGE/IGETC is wrong and needs to be taken out. 


10. MUS-32D Class Piano IV *MNR  Add objectives. Update SLOs and textbook.  MSC: V. 
Harris/ R. Beck *APPROVED. CSUGE/IGETC is wrong and needs to be taken out. 


L. New State Approved Certificates/Degrees Additions:  
1. PDS-CERT CRN Customer Relations   * Non-Credit Certificate (N)  Knowledge of customer 


relations is needed across the board in all areas of business, but especially for those involved in 
dealing with the public on a day to day basis. Jobs such as sales, retail, government, education 
and those in private industry all need customer service skills to be successful in the workplace. 
Hold. Move to agenda next week 


2. PDS-CERT ELN Emerging Leaders * Non-Credit Certificate (N)  Knowledge of leadership 
is needed across all industries as every industry and occupational field has those who provide 
leadership to their organizations.  In order to meet this area of emphasis, there is a need to 
provide leadership training for those who are emerging leaders and those who aspire to be 
leaders in the future. Hold. Move to agenda next week 


3. PDS-CERT ECN Enterprise Communication   * Non-Credit Certificate (N) Labor market data 
for enterprise communications is extensive.  One could say that all occupations have a need to 
communicate better in the workplace.  These skills are not limited to one occupational group or 
industry.  In order to provide labor market data you would need to look at a variety of occupations. 
Hold. Move to agenda next week 


4. PDS-CERT STN Sales Techniques * Non-Credit Certificate (N)  Data from the Economic 
Development Agency predicts that sales and related occupations will increase 10.8% from 2014-
2024. That increase nets an increase of 15,870 jobs in the Inland Empire.  The increase, along 
with positions vacated by retirements will create a need for qualified sales individuals who have 
the skills to write a winning sales script and have the knowledge to close a sale. As positions open 
in sales and related occupations so will the need for individuals who have skills in sales. Hold. 
Move to agenda next week 







5. PDS-CERT WEN Workplace Essentials  * Non-Credit Certificate (N)  The need for workplace 
essentials spans all occupations but is especially appropriate for new managers and those who 
are seeking management or supervision positions and/or clerical personnel who need the skills 
prescribed in the certificate.  The Economic Development Agency data indicates there will be 
11,510 new openings for managers between 2014-2024 for a 17.2% change. This does not 
include the already 66,840 estimated management positions as of 2014 that are filled.  According 
to the Economic Development Agency’s employment projections, there will be an increase of 
22,520 Office and Administrative Support jobs by 2024. These individuals would also benefit from 
the information in the certificate.  This certificate also has broader implications for the workforce 
as the skills prescribed in the content cross over occupations and employment positions and are 
valuable to almost anyone who is employed in the marketplace today. Hold. Move to agenda 
next week 


M. State/Locally Approved Certificate/Degree Modifications:  
1. ENE-NCE796 Engineering Graphics Certificate *N   Removal of ENE-22 Engineering Drawing and 


addition of ENE/ELE-27 Technical Communications. * MSC: R. Beck/ T. Friedrich/Finnern * 
Approved. Need to add cross-listed DFT-27 to POR. 


N. State Certificate/Degree Deletions: NONE 
O. AOE/GE Inclusions: NONE 


 


P. Information Items:  
1. New Courses:  
i. AIR-850D EPA Preparation and Certification *R  All people working in the Air Conditioning 


and Refrigeration Industry must have an EPA Certification which must be renewed on a 5 year 
cycle  


ii. AIR-50C Residential Installation *R  Training of students for entry level employment in 
the residential HVAC industry  


iii. AIR-51D Building Automation and Control Systems *R  Modern commercial buildings often 
use one or both of these systems to control comfort heating and cooling.  


iv. AIR-51C Commercial and Industrial Refrigeration *R  Training in commercial 
refrigeration to make students job ready  


2. New Stand Alone Courses: NONE. 
3. Course Inclusions: NONE 
4. Discipline Inclusion:  
i. ENP  Entrepreneurship For non-credit courses being created. 


5. Course Exclusions:  
i. KIN-A83 Kickboxing Aerobics  *R "Campuses Offering: NR 
   We have not taught any of these classes for over 4 years.  We are cleaning up our inventory and 


since Norco and Moreno Valley already or are interested in teaching these courses, Riverside is 
excluding them." 


ii. KIN-A86 Step Aerobics  *R "Campuses Offering: MR 
      We have not taught any of these classes for over 4 years.  We are cleaning up our inventory 
and since Norco and Moreno Valley already or are interested in teaching these courses, Riverside 
is excluding them." 


iii. KIN-A87 Step Aerobics, Intermediate  *R  "Campuses Offering: MR   We have not 
taught any of these classes for over 4 years.  We are cleaning up our inventory and since Norco 
and Moreno Valley already or are interested in teaching these courses, Riverside is excluding 
them." 







 


 


iv. KIN-A88 Step Aerobics, Advanced  *R "Campuses Offering: MR 
 We have not taught any of these classes for over 4 years.  We are cleaning up our inventory and 
since Norco and Moreno Valley already or are interested in teaching these courses, Riverside is 
excluding them." 


6. Course Deletions: NONE 
7. Distance Education:  
i.     ARA-3DE Arabic 3  *R 


8. Major Course Modifications:  
i. AIR-50A Air Conditioning and Refrigeration Theory  *R  This is the basic entry level 


class for our program 
ii. AIR-53 Basic Electricity for A/C & Refrigeration   *R  To prepare students for the HVAC/R 


field.  Students will be working on a huge variety of electrical components once the begin working 
in the field 


iii. AIR-50B Residential Air Conditioning  *R   Basic residential air conditioning including 
troubleshooting and repair to prepare students for careers in the field 


iv. AIR-51A Residential Heating and Ventilation  *R  Class will teach the basics of heating, 
ventilation and air distribution for residential systems. 


v. AIR-51B Commercial and Industrial Heating and Air Conditioning  *R Class will cover the 
basics of a wide variety of Commercial and Industrial HVAC systems currently used in the 
industry. 


9. Minor Course Modifications: None. 
10. New State/Locally Approved Certificates/Degrees:  
i. ACC-CERT ABSB Accounting Basics for Small Business *Non-Credit Certificate *M  The 


Accounting Basics for Small Business Certificate provides a framework for students to develop 
skills and knowledge in accounting software techniques, enabling them to open up additional work 
and advancement opportunities. The certificate is also a gateway into other noncredit and credit 
programs. Students develop skills and training that will qualify them for even more opportunities. 


ii. PDS-CERT CRM Customer Relations *Non-Credit Certificate *M Knowledge of customer 
relations is needed across the board in all areas of business, but especially for those involved in 
dealing with the public on a day to day basis. Jobs such as sales, retail, government, education 
and those in private industry all need customer service skills to be successful in the workplace. 


iii. PDS-CERT ECM Enterprise Communication *Non-Credit Certificate *M Labor market data for 
enterprise communications is extensive.  One could say that all occupations have a need to 
communicate better in the workplace.  These skills are not limited to one occupational group or 
industry.  In order to provide labor market data you would need to look at a variety of occupations. 


iv. PDS-CERT ELM Emerging Leaders *Non-Credit Certificate *M Knowledge of leadership 
is needed across all industries as every industry and occupational field has those who provide 
leadership to their organizations.  In order to meet this area of emphasis, there is a need to 
provide leadership training for those who are emerging leaders and those who aspire to be 
leaders in the future. 


v. PDS-CERT STM Sales Techniques *Non-Credit Certificate *M   Data from the Economic 
Development Agency predicts that sales and related occupations will increase 10.8% from 2014-
2024. That increase nets an increase of 15,870 jobs in the Inland Empire.  The increase, along 
with positions vacated by retirements will create a need for qualified sales individuals who have 







the skills to write a winning sales script and have the knowledge to close a sale. As positions open 
in sales and related occupations so will the need for individuals who have skills in sales. 


vi. PDS-CERT WEM Workplace Essentials  *Non-Credit Certificate *M The need for workplace 
essentials spans all occupations but is especially appropriate for new managers and those who 
are seeking management or supervision positions and/or clerical personnel who need the skills 
prescribed in the certificate.  The Economic Development Agency data indicates there will be 
11,510 new openings for managers between 2014-2024 for a 17.2% change. This does not 
include the already 66,840 estimated management positions as of 2014 that are filled.  According 
to the Economic Development Agency’s employment projections, there will be an increase of 
22,520 Office and Administrative Support jobs by 2024. These individuals would also benefit from 
the information in the certificate.  This certificate also has broader implications for the workforce 
as the skills prescribed in the content cross over occupations and employment positions and are 
valuable to almost anyone who is employed in the marketplace today. 


11. State/Locally Approved Certificate/Degree Modifications:  
i.    CUL-CERT CA Culinary Arts  *R Justification for proposed change to the culinary 


certificate is to add two courses to the program in order to satisfy accreditation requirements. CTE 
is in the process of applying for postsecondary accreditation from the American Culinary 
Federation Education Foundation Accrediting Commission (ACFEFAC). The commission assures 
that a program is meeting at least a minimum of standards & competencies set for faculty, 
curriculum and student services. ACFEF is recognized by the Council For Higher Education 
Accreditation (CHEA). CHEA is an association of 3,000 degree-granting colleges & universities 
and recognizes institutional and programmatic accrediting organizations. The benefits of 
postsecondary accreditation with the ACF creates public trust by ensuring established standards, 
accountability & credibility, higher level of professionalism, up-to-date & current practices, and 
marketing tool for recruiting students. 


12. State Certificate/Degree Deletions: NONE 
13. New/Inclusions/ Modifications Disciplines:  


i.  PDS    Professional Development Studies   *R Adoption of discipline. 


 
Q. Open Forum: None 
 
 


Next Meeting: September 24, 2019 in OC*116 


Statement of Purpose  


The curriculum committee, a sub-committee of the academic senate, has two primary purposes: to review and approve new 
curriculum including new courses, course modifications, new programs and program modifications, and to review and approve 
the curriculum approval process. The college curriculum committee is the sole approving body for Norco College only curriculum. 
For district shared curriculum it has one vote in the district curriculum committee. The curriculum committee is also responsible 
for keeping abreast with state mandated curriculum changes and reporting those changes to faculty. Committee members report 
on curriculum at their department meetings and solicit suggestions and recommendations when needed.  


 


 







Academic year 19/20 
DECISIONS        


Proposal Type  Course/Program 
COURSE/Program 


TITLE  Action Taken 


NORCO 
Curriculum 
Committee 
(DATE) 


Course Deletion  ENE‐22  Engineering Drawing 
HOLD * Moved to 
9/24 agenda  9/10/2019 


Course Deletion  ENE‐28  Technical Design 
HOLD * Moved to 
9/24 agenda  9/10/2019 


Course Major Modification  CON‐60 
Introduction to 
Construction 


Course moved 
back to DRAFT 
in CurricQNet. 9/10/2019 


Course Major Modification  CON‐62  Blueprint Reading 


Course moved 
back to DRAFT 
in CurricQNet. 9/10/2019 


Course Major Modification  CON‐63A 
International 
Building Code 


Course moved 
back to DRAFT 
in CurricQNet. 9/10/2019 


Course Major Modification  CON‐64 
Office Procedures 
and Field Inspection 


Course moved 
back to DRAFT 
in CurricQNet. 9/10/2019 


Course Major Modification  CON‐70 
Fundamentals of Soil 
Technology 


Course moved 
back to DRAFT 
in CurricQNet. 9/10/2019 


Course Major Modification  ENE‐60 
Math for Engineering 
Technology 


Course moved 
back to DRAFT 
in CurricQNet. 9/10/2019 


Course Major Modification  MUS‐32A  Class Piano I 


Approved and sent 
to district for 
approval process.  9/10/2019 


Course Major Modification  MUS‐32B  Class Piano II 


Approved and sent 
to district for 
approval process.  9/10/2019 


Course Major Modification  MUS‐32C  Class Piano III 


Approved and sent 
to district for 
approval process.  9/10/2019 


Course Major Modification  MUS‐32D  Class Piano IV 


Approved and sent 
to district for 
approval process.  9/10/2019 


Distance Education  CHI‐1DE  Chinese 1DE 


Approved and sent 
to district for 
approval process.  9/10/2019 


Distance Education  CHI‐2DE  Chinese 2DE 


Approved and sent 
to district for 
approval process.  9/10/2019 


New Course  APP‐450 
Apprenticeship Work 
Experience 


Approved and sent 
to district for 
approval process.  9/10/2019 







New Course  PDS‐801  Leadership Skills 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐802  Supervisory Skills 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐803 
Increasing 
Productivity 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐804 
Motivating Yourself 
and Others 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐805 
Difficult 
Conversations 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐806 


The Art of 
Negotiating and 
Collaborating 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐807 


Personality Styles 
and Difficult 
Relationships 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐808 


Critical Thinking, 
Problem Solving and 
Decision Making 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐809 
Business Writing in a 
Technological World 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐810  Time Management 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐811 


High Impact 
Presentations and 
Proposals for the 
Work Place 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐812 


Workplace 
Communication 
Strategies 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐813 
Best Practices in 
Customer Service 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐814 
Closing Techniques 
That Win the Sale 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Course  PDS‐815  Winning Sales Scripts 


HOLD – Issues with 
cross‐listed CAT 
courses.  9/10/2019 


New Program  PDS‐CERT CRN  Customer Relations 
HOLD * Moved to 
9/24 agenda  9/10/2019 


New Program  PDS‐CERT ECN 
Enterprise 
Communication 


HOLD * Moved to 
9/24 agenda  9/10/2019 


New Program  PDS‐CERT ELN  Emerging Leaders 
HOLD * Moved to 
9/24 agenda  9/10/2019 







New Program  PDS‐CERT STN  Sales Techniques 
HOLD * Moved to 
9/24 agenda  9/10/2019 


New Program  PDS‐CERT WEN  Workplace Essentials 
HOLD * Moved to 
9/24 agenda  9/10/2019 


Program Modification  ENE‐NCE796  Engineering Graphics 


Approved and sent 
to district for 
approval process.  9/10/2019 


 


 
  
 





