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Introduction

1. Provide a clear and specific introductory statement of the plan, what it is about, and
the importance of this plan for your agency.

Response;

Mission Valley ROP serves high school and adult students by providing quality and
cost-effective career preparation. Mission Valley ROP offers state of the art classroom
instruction, internship experiences, and leadership development resulting in
employment, career advancement, and preparation for post-secondary training.

Input was provided at meetings with staff, community colleges, clusters (teachers by industry

sector), local district staff, business/industry advisory committees, instructional administration,
principals, One Stop Career Center partnerships, adult schools, and at an Annual Educators’

Brunch. These stakeholders were involved in a needs analysis leading to development of the
plan.

The draft of the plan was developed by the instructional team based on adult program
offerings, labor market surveys, student interest in programs, and individual program needs for
instructional materials, equipment, and support services. This draft was shared with community
stakeholders including the Governing Board for review and approval.



Chapter One
Career Technical Education in the Local Education Agency

1. Describe the current status of the career technical education (CTE) delivery system,
in the local and regional area.

Response:

Mission Valley ROP (MVROP) has planned for and offers CTE courses in all 15 industry
sectors as identified by the California Department of Education (CDE). MVROP serves
approximately 5,000 adult and high school students annually in the cities of Fremont,
Newark, and Union City. Approximately 62% of the students served are in high school.
Programs are offered in 10 high schools and at the ROP Center. The population is
diverse with large populations of Asians and Hispanics.

Certificated staff includes 4 administrators, 40 part-time and full-time teaching staff, and
an additional 19 district teachers who teach one or more ROP classes.

The ROP Center includes a new 45,000 square foot facility focusing on Medical,
Business and Finance, Information and Communication Technology, and Arts, Media,
and Entertainment. Additionally, adjacent buildings serve the remaining industry
sectors.

Support services are provided by 3 classified management positions, and 13 classified
staff. Additionally, the ROP supports Career and College Specialists in 8 high schools.

Whenever possible programs offer industry certifications and/or prepare students to
complete examinations necessary to qualify for employment, articulation for college
credit, courses that meet UC A-G requirements, and opportunities for internships.

Mission Valley ROP provides a leadership role in improving and enhancing career
technical education programs in local high schools and the community. Examples of
this leadership include partnership in the development of:

New Haven Unified School District’'s 5.3 million dollar Culinary Arts Academy

o New Haven Unified School District's 30 million dollar Performing Arts Center offering
opportunities for students to pursue Arts, Media, and Entertainment career pathways

o Career pathways in 9 industry sectors at Logan High School in the New Haven
Unified School District

¢ Fremont Unified School District’s Sports, Health, and Physical Education (SHAPE)
Program at Irvington High School, providing a small learning community experience
for students interested in medical and related careers

o lIrvington High School’s Information and Communication Technology (ICT) small
learning community



o New, expanded, and enhanced CTE enrollment at American, Bridgepoint, Conley-
Caraballo, Irvington, Kennedy, Logan, Mission, Newark, Robertson, and Washington
High Schools

o New programs at the ROP Center including, Alternative Energy and Green
Technologies, Digital Sound Design, EKG Technician, Emergency Medical
Technician, Engineering Technology, Fire Science, Forensic Science, HVAC,
Pharmacy Clerk , and Pharmacy Technician

Mission Valley ROP is a partner in developing linkages that integrate academic and
CTE Programs. SHAPE and ICT are examples of such programs.

Students receive program planning and guidance through the Student Services Center,
as well as from college and career specialists in high school career centers and high
school counselors. Career center services are jointly funded through the districts and
ROP.

Career guidance activities are ongoing and include the dissemination of career
opportunity and career path information to students, parents, and counselors.

CTE instruction includes career planning, employability skills, and articulation options,
and provides students with information relevant to their career path goals. Career
guidance activities provide students, parents, and counselors with information on
nontraditional careers in program area.

Planned program promotion and recruitment activities are conducted to encourage the
enroliment of all students, including students who are members of special populations.
Activities are conducted to improve the articulation of the program with instruction
provided by feeder schools, and advanced education and training opportunities.
Promotion emphasis is on using the Internet to provide information, advertise, and enroll
students.

The following methods are utilized to provide opportunities for students to participate in
CTE programs, activities and experiences:

o Each year a catalog is developed detailing each CTE program and courses
available. Courses are advertised in the ROP catalog distributed to all households
in the Tri-cities Area (Fremont, Newark, and Union City).

These catalogs are distributed to all adult and high school students via career fairs,
open houses, in CTE classes, Governing Board meetings, and in meetings with
guidance counselors as well as Career and College Tech Specialists.

« A master schedule of classes is provided to students at registration time including
CTE course offerings of the ROP.

e The schools’ and ROP’s websites are used to promote CTE classes. Online
enroliment is available for adult students. High school students register through their
counselors, and Career and College Tech Specialists.

¢ Course brochures/pamphlets are provided for each program area.



e The ROP and district promote the program through press releases and other
publicity including media targeting special populations.
Posters about CTE programs are displayed throughout campuses.
CTE programs are promoted through civic organization presentations.
An electronic marquis at the ROP Center is utilized to advertise course offerings

For the first time, MVROP and Ohlone College will be developing a common CTE Plan
for the region. The plan will include the development of unduplicated course
sequences for each industry sector and will include articulation with community colleges
in the San Francisco Bay Area.

2. Provide information regarding the participation of students in CTE programs as
compared to total district enroliment. Information should include enrollment,
demographics, and achievement data.

Response:

In a recent survey of 2007 high school graduates, 32% of seniors were enrolled in ROP
during the 2006-2007 school year. The following is a breakdown of their intentions:

36% of the students had plans of going straight to a 4 yr.

52% of the students had plans of going straight to a 2 yr.

4% of the students had plans of attending a trade school

1% of the students had plans of joining the military

4% of the students were planning on going to work or returning to Logan (CLS)
3% provided no info

Gender Breakdown:

Males total 138 students Females total 159 students
47 or 34% went to a 4 yr. university 58 or 36% wentto a 4 yr.
university/college
73 or 53% went to a 2 yr. college 81 or 51% went to a 2 yr. college
4 or 3% went to a trade school 8 or 5% went to a trade school
2 or 1% went into the military 1 or 1% went into the military
8 or 6% went straight to work 1or 1% went straight to work
1 or 1% CLS student-returning to Logan 3 or 2% CLS students—returning to
Logan
3or 2% provided no info 7 or 4% provided no info



Chapter Two
Building High-Quality Career Technical Education Programs

1.  Provide your agency’s vision and mission for the delivery of career technical
education (CTE) in the future.

Response:

Mission Valley ROP serves high school and adult students by providing quality
and cost-effective career preparation. Mission Valley ROP offers state of the art
classroom instruction, internship experiences, and leadership development
resulting in employment, career advancement, and preparation for post-
secondary ftraining.

2. Listthe goals and expected outcomes for CTE as defined by all stakeholders.
Response:

Mission Valley ROP CTE courses will provide instruction leading to employment, career
advancement, and preparation for post-secondary training by:

« Reinforcing academic content standards and applying academic standards to real
world problems

Offering rigorous curriculum

Articulating classes for college credit whenever possible

Meeting UC a-g credit whenever possible

Aligning courses with CDE model curriculum standards/framework

Preparing students for industry and professional certifications whenever possible
Offering internship opportunities :
Offering leadership training

3. Provide information regarding the participation of students, parents, business/
industry representatives, and community leaders in the development of this plan.

Response:
Advisory committees meet at least once a year and include a representative number of
industry experts, students, parents, k-12 educators, post-secondary educators and
other stakeholders.

ROP courses are developed:

e Based on labor market needs
e Industry/community input concerning curriculum, equipment, and facilities



Student interest

Expected salaries of workers

Availability of resources to start and sustain a program
Availability of qualified instructors

See Appendix C-CTE Advisory Committee Roster

4. Provide a list of the CTE industry sector(s) and career pathway(s) to be assisted
with the Perkins IV funds and designed to be consistent with the overall CTE vision
and meet or exceed the state adjusted levels of performance. (This response could
be a table.)

Response:

See Appendix A-Courses Sequenced by Industry Sector

e Accounting Services

¢ Animal Science

¢ Architectural and Structural Engineering

e Biotechnology Research and Development

¢ Child Development

e Collision Repair and Refinishing

¢ Diagnostic Services

¢ Engineering Design

o Fashion Design, Manufacturing, and Merchandlsmg
¢ Health Informatics

o Information Support and Services

¢ Interior Design, Furnishings and Maintenance

¢ Media and Design Arts

¢ Residential and Commercial Construction

¢ Residential and Commercial Energy and Utl|l'[leS
¢ Support Services

o Therapeutic Services

¢ Vehicle Maintenance, Service and Repair

o Welding Technology

5. Describe the process and rationale for determining the CTE program(s) to be
assisted with Perkins IV funds.

Response:

Perkins 132 funds are focused on adult programs. Adult programs are selected by
analyzing:

e Local and regional labor market surveys



Student interests

Employer input at industry sector advisory committee meetings
Entry-level and other salaries

Business and industry partnerships

Emerging technology trends

Partnerships with post-secondary institutions

Articulation opportunities with post-secondary

Utilizing an analysis of these factors, the MVROP Instruction Team is currently focusing
on high wage, skill, and demand jobs. These areas include:

Automotive Technology
Auto Body

Biotechnology

Business Administration
Computer Assisting Drafting
Computer Graphic Design
Construction Technology
EKG Technician

Fashion Design

Finance and Accounting
Forensic Science

HVAC

Interior Design

Medical Assisting

Medical Coding and Billing
CNA, HHA, and Acute Care
Pharmacy Technician
Welding

6. Describe how labor market information is used to determine the CTE programs
offered by the Local Educational Agency. (State Plan)

Response:

Labor market information is carefully reviewed and analyzed in order to determine
the CTE programs offered by the LEA. Mission Valley ROP staff regularly shares
with District administration and the CTE Advisory Committee relevant labor market
information. This information is used to determine which classes are offered by
both the LEA and MVROP. New course proposals are only accepted when labor
market information demonstrates a need in this industry sector.

For the first time, Fremont Unified School District, Mission Valley ROP, Newark
Unified School District, New Haven Unified School District, and Ohlone College
are in the process of developing and implementing a common CTE Plan. This plan
identifies career pathways supported by both MVROP and Ohlone College. Labor



market information is analyzed by the LEA, MVROP and the community colleges.
In industry sectors where Ohlone College doesn’t offer coursework, career
pathways and articulation agreements are being coordinated with other
community colleges in the San Francisco Bay Area, such as, Chabot College,
Foothill College, Los Positas Community, and Mission College.
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Chapter Three
Responses to Satisfy the Requirements of Perkins IV and the
State Plan

Section 1: Alignment of the Career Technical Education program

1. All interested individuals are informed about the State Plan and Perkins IV
requirements.

A. Describe how parents, students, academic, and CTE teachers, faculty,
administrators, career guidance and academic counselors, representatives of
business and industry, labor organizations, representatives of special
populations, and other interested individuals are involved and participate in
the ongoing development, implementation, and evaluation of local CTE
programs. (Perkins IV Section 134[b][5], State Plan)

Response:

Parents, students, academic and career technical education teachers, faculty, administrators,
career guidance and academic counselors, representatives of business and industry, labor
organizations, representatives of special populations, and other interested individuals participate
in the ongoing development, implementation and evaluation of local career technical education
programs by:

Serving on program advisory committees

Serving on district-wide CTE advisory committees
Attendance of an annual Educators’ Brunch
Attending local governing board or council meetings

B. Describe how such individuals and entities are effectively informed about, and
assisted in understanding the requirements of the State Plan and the Perkins
Act, including the requirement for CTE programs of study. (Perkins IV Section
134[b][5], State Plan)

Response:

The individuals listed above are informed about, and assisted in understanding, the
requirements of the State Plan and the Perkins IV (including offering a minimum of one
program of study consisting of at least 300 hours of instruction) by sharing a copy of
and discussing the documents during CTE focus groups and advisory committee
meetings.

2. Describe how the appropriate courses of not less than one CTE program of study will
be offered. A program of study as described in Perkins IV Section 122(1)(A) and the

11



State Plan;

o Incorporates secondary education and postsecondary education elements

e Includes coherent and rigorous content aligned with challenging academic
standards and relevant CTE content aligned with the California CTE Standards
and Framework in a coordinated, non-duplicative progression of courses that
align secondary education with postsecondary education to adequately
prepare students to succeed in postsecondary education

e May include the opportunity for secondary education students to participate in
dual or concurrent enrollment programs or other ways to acquire
postsecondary education credits and

¢ Leads to an industry-recognized credential or certificate at the postsecondary
level or an associate or baccalaureate degree (California Education Code [EC]
51224, Perkins IV Section 135[b][2])

NOTE: A Program of Study Worksheet (page 17) must be completed for at least one
program of study.

Response:

Attached is the Program of Study for the Certified Nursing Assistant Program

3. Describe how students will be provided with strong experience in, and
understanding of, all aspects of the industry in which they are studying. (Perkins IV
Section 134[b][3][c], Section 135[b][3], State Plan)

NOTE: All aspects of the industry include; planning, management, finances,
technical and production skills, underlying principles of technology, labor and
community issues, health and safety, and environmental issues related to that
industry. See the Instructions and Guidelines document (pages 22-24) for further
explanation of all aspects of industry.

Response:

All career technical education classes include career preparation standards unit of
instruction to be infused throughout the course that includes topics to address all
aspects of the industry for each industry sector where courses are being offered.

4. Describe how students participating in CTE programs are taught to the same
coherent and rigorous content aligned with challenging academic standards as are
taught to all other students. (Perkins IV Section 134[b][3][D], State Plan)

Response:

12



CTE teachers are part of the district wide focus on standards aligned instruction.
CTE courses offered are integrated with and reinforce academic core standards.
CTE instructors are expected to maximize to the extent practicable the percentage
of time and activities leading to attainment of the academic benchmarks, with
specific focus on literacy, mathematics, and science. CTE content standards will

be used as the primary means of collaboration between CTE and academic
teachers.

Many CTE courses are UC a-g approved. It is the goal of Mission Valley ROP
and it partner school districts to continue to identify CTE courses which meet UC
a-g requirements. Additionally, articulation agreements with local community
colleges Ohlone, Chabot, Mission, Foothill, and private post-secondary institutions
such as the Fashion Institute of Design and Merchandising ensure that rigor
remains embedded in CTE course offerings.

Describe how CTE students at the secondary level are encouraged to enroll in
rigorous and challenging courses in core academic subjects (as defined in section
9101 of the Elementary and Secondary Education Act of 1965). Include the
implementation and alignment of the CTE Content Standards and Framework.
(Perkins IV Section 134[b][3][E], State Plan)

Response:

The strategic plan adopted by the district in February 2006 outlines the academic
focus of NHUSD for the next five years. This includes the ambitious goal of 85%
of the students being proficient in English Language Arts and Math by the end of
the 2010-11 academic year as measured by progress on the California Standards
Test. The planned activities of the strategic plan are focused on the attainment of
standards, support for students, and professional development, which allows for
the needed conversations regarding academic and career technical education
integration. Activities will be planned over the next few years which will focus on
staff development, curriculum development, and collaborative program planning
and implementation.

Additionally, FUSD and NUSD have made similar goals. All are committed to
academic proficiency.

Describe in detail the CTE curriculum and instructional strategies used to deliver
the CTE courses that foster “essential employability skills” such as; the ability to
work in a team, critical thinking, problem solving, and leadership skills, referenced
in the eleven “foundation standards” in the California CTE Model Curriculum
Standards. (State Plan)

Response:

13



CTE classes are meant to support and build capacity towards career pathways,
specifically by addressing the CTE Model Curriculum’s “foundation standards”.
CTE courses emphasize teamwork, critical thinking, problem solving, interview
skills, “employability,” and rigorous academic standards. In addition, many of the
Logan CTE classes feed into ROP capstone courses. The CTE teachers meet
regularly to improve their strategies to build these skills in students.

Summarize progress to date in achieving academic and CTE integration and
describe planned activities to continuously improve progress in this area over the
next five years. Response should address activities such as staff development,
curriculum development, collaborative program planning and implementation, and
team teaching. (Perkins IV Section 135[b]}[1])

Response:
Professional development in those areas will be a major focus over the next five
years, and we recognize the need to achieve academic and CTE integration.

Describe how students are being encouraged through counseling and guidance to
pursue the coherent sequence of courses in the CTE program areas of their
interest. (Perkins IV Section 134[b][11], EC 51228, State Plan)

Response:

A counseling strategic plan was approved in 2007. This plan outlines counseling
guidelines and services designed to assist all students in graduating from high
school possessing the appropriate skills for post-secondary options. Beginning at
the end of the 8" grade, each student will have a individual learning plan (ILP)
which will guide their career choices and become the foundation for their
academic choices at Logan High School. Students will have a chance to regularly
change and update their ILP with assistance from counselors and parents.

For each CTE program that will be assisted with Perkins IV funds, complete and
include a Career Technical Education (CTE) Sequence of Courses worksheet that
appears as the last page of the template. (Perkins IV Section 135 [b][2])

NOTE: The State Plan describes a coherent sequence of courses as a minimum of
two or more CTE courses offered in a single CTE program area totaling at least 300
hours of instruction or a single multi-hour course consisting of a minimum of 300
hours of instruction. Program sequences must include a capstone course.

Secondary CTE programs may include a Regional Occupation Center/Program
(ROCP) course as the “capstone” course.

Response:

Include, at the end of this plan, a Career Technical Education (CTE) Sequence of Courses
worksheet for each CTE program offered

14



10. Linkages between secondary and postsecondary educational institutions include;
California Community Colleges, State Universities, UC’s, private postsecondary
agencies, and apprenticeship programs.

Summarize progress made in developing formal written articulation agreements
with CTE programs in grades 11-14 and with local workforce preparation systems,
i.e., (WIA Boards). Include copies of any formal articulation agreements along with a
current list of articulated courses making up the program of study. (Perkins IV
Section 135[b][2], State Plan)

Response:

For the first time, Mission Valley ROP and Ohlone College are in the process of
developing and implementing a common CTE Plan. This plan identifies career pathways
supported by both MVROP and Ohlone College. In industry sectors where Ohlone
College doesn’t offer coursework, career pathways and articulation agreements are
being coordinated with other community colleges in the San Francisco Bay Area, such
as, Chabot College, Los Positas Community College, Mission College, and Foothill
College. Many courses are articulated for college credit with these institutions. See
attachment for formal articulation agreements.

11. Describe methods to be used to coordinate CTE services with relevant programs
conducted under the WIA, ROCP, and other state or local initiatives, including
cooperative arrangements established with local workforce investment boards, and
community-based organizations, in order to avoid duplication and to expand the
range of and accessibility to CTE services. (State Plan)

Response:

Mission Valley ROP and New Haven Unified School District have a working relationship
with the Tri-Cities One-Stop Career Center and its mandated partners administered by
Ohlone College. Additionally, Mission Valley ROP coordinates its CTE programs with
both the New Haven and Fremont Adult Schools. Adult school partnerships include the
East Bay Culinary Arts Institute, basic skills for assigned ROP students through
Fremont Adult School, and contract instruction between Fremont Adult School and
Mission Valley ROP.

12. Indicate plans to offer additional programs of study.

Response:

Additional Programs of Study will include development of courses to enable students to
take advantage of emerging career opportunities in green technology areas.

13. Describe the activities related to the use of technology. Such activities may include:

e Training of career technical teachers, faculty, and administrators to use

15



technology, which may include distance learning

e Providing CTE students with the academic and career technical skills
(including the mathematics and science knowledge that provides a strong
basis for such skills) that lead to entry into the technology fields

e Encouraging schools to work with technology industries to offer voluntary
internships and mentoring programs, including programs that improve the
mathematics and science knowledge of students (Perkins IV Section 135 [b][4])

Response:

Construction of the new Career Technical Training Center (CTTC) incorporates state of
the art technologies which will at the same time serve all industry sections and greatly
enhance the ability to provide hands on, state-of-art training in networking and computer
systems.

The overall infrastructure provides a wired networking capacity of more than 1000
individual gigabit network ports and 11 wireless access points. Faculty and students
have access to network peripherals such as high speed copiers and printers, scanners,
and an iSCSI Compellent SAN with an excess of 16TB of data storage. Incorporated in
the design of the building is the connection over fiber optics of our existing Industrial
Technology buildings with the new Center, so that all our students, regardless of
training choices, can leverage all our technological resources. Additionally, a high
speed, high capacity tape storage library is housed in an off campus site to provide
backup of all staff and student data on a nightly basis.

The facility in itself is a live laboratory for our Industrial Technology students.
Incorporated in the specifications for the infrastructure has always been the idea of
giving our students a hands-on environment for training. Wiring throughout the building
has been strung on “j” hooks to facilitate adding cable runs if necessary. The MDF and
2 IDFs have adequate racking and patch panels for expansion. The choice of managed
switches in a chassis configuration allows growth as necessary, and through switch
management we can segregate our training classes from the rest of the production
environment so that they can configure and explore networking environments with no

disruption to other network users.

The building is constructed with several rooms incorporating moveable partitions to
facilitate varying laboratory needs. One such area is allocated to our IT sector classes.
Configuration of this area allows for a separate work space for lecture and research and
a second area purely for troubleshooting and repairing PCs. Combined, this area
allows for more than sixty individual workspaces, tools, storage, and reference books.
Electrical capacity and networking capacity in this area is adequate for significantly
more.

As stated, the horizontal cabling and switching capacity provides gigabit networking to
each desktop. Redundant paths to the WWW are incorporated through a T-1 service

16



through ACOE, Cable modem access through Comecast, and a primary route of 10mbs
fiber optic connection through ATT and FUSD. The redundancy is motivated by our
realization of the importance of internet resources to effective teaching and
management, and our desire to “never be down” for any appreciable length of time.

17



Section 2: Support and Services for Special Populations

NOTE: The term "Special Populations” means: individuals with disabilities; individuals
from economically disadvantaged families, including foster children; individuals
preparing for nontraditional fields; single parents, including single pregnant women,
displaced homemakers, and individuals with limited English proficiency.

1. Describe the extent to which CTE programs provide full and equitable participation
of individuals who are members of special populations. (Perkins IV Section
135[b][9])

Response:

CTE programs currently serves students with disabilities, economically disadvantaged
families, teen parents, single parents, and limited English proficient students.
Accessibility to all CTE funded programs is a paramount objective.

2. Describe the strategies adopted to overcome the barriers that result in lowering
rates of access to or lowering success in the assisted programs for special
populations. (Perkins IV Section 134[b][8][A])

Response:

An agreement between Fremont Adult School and Mission Valley ROP offers special
populations and all students the opportunity to improve basic skills for the purpose of
successful transition and attainment of career technical education skills and training.

3. Describe in detail how CTE programs that are designed to enable special population
students meet the local adjusted levels of performance will be provided. (Perkins IV
Section 134[b}[8][B])

Response:

All CTE programs offered by Mission Valley ROP enable students to meet the local
adjusted levels of performance.

4. Describe the planned activities to prepare special populations, including single
parents and displaced homemakers who are enrolled in CTE programs, for high
skill, high wage, or high demand occupations that will lead to self-sufficiency.
(Perkins IV Section 134[b][8][C])

Response:

All special populations are encouraged to enroll in Mission Valley ROP within the
limitations imposed by AB 2448,

5. Describe how individuals who are members of special populations will not be
discriminated against on the basis of their status as members of the special
populations. (Perkins IV Section 134[b][9])

18



Response:

Mission Valley ROP’s Notice of Non-Discrimination states that MVROP does not
discriminate on the basis of race, color, national origin, religion, sex, gender or disability in it
educational programs, activities, or employment practices.

6. Describe strategies to identify, recruit, retain, and place male and female students
who desire training for nontraditional fields. (Perkins IV Section 134[b][10])

NOTE: Nontraditional fields are those in which one gender comprises less than 25
percent of the total number of employees. Examples: cosmetology is a
nontraditional occupation for males; construction is a nontraditional occupation for
females. CTE programs for these occupations are classified as nontraditional

programs.
Response:

MVROP and NHUSD staff have identified non-traditional fields for both male and
female students, and a goal of our CTE program is to create environments in
which students can feel comfortable and confident about training in non-
traditional fields for their gender. Counselors and teachers consider enrolling
critical masses of students of different genders to give students full license to
enter non-traditional fields.
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Section 3: Guidance and Counseling

1.

Describe how ongoing career guidance and academic counseling will be provided
to students regarding CTE, including linkages to future education and training
opportunities. (Perkins IV Section 134[b][11], EC Sections 51224 and 51228, State
Plan)

Response:
NHUSD recently adopted a counseling tactic plan which should address many of
the components in this section.

Tactic 1: Focuses on implementing a comprehensive, systemic counseling
program for our students based on the National School Counseling Standards for
academic, career and personal counseling. This includes helping students to
identify CTE programs that fit their career interests.

Tactic 2: Focuses on the elimination of barriers and increasing access for African-
American and Latino/Hispanic to advance courses and programs. Counselors
work to build supports for students of color to enter and succeed in CTE courses.

Tactic 3: Focuses on cresting, developing and annually revising a personalized
education plan for every student focusing on academic, career, and personal
goals. This plan includes CTE courses and plans for post-secondary career
opportunities.

Tactic 4; Focuses on ensuring receives systematic transition counseling prior to
beginning middle and high school to help them better understand the academic
coursework and strategies necessary to achieving their academic, career, and
personal goals. CTE opportunities can be discussed with students during middle
school to facilitate entry to CTE programs.

Describe how local career guidance and academic counseling efforts are aligned
with other state efforts, i.e., Senate Bill 70, 10™ Grade Counseling, other counseling
and guidance funds. (State Plan)

Response:

The District Strategic Plan focuses on the alignment of all programs and resources
to meet the ambitious academic objectives of NHUSD. All initiatives (state, local
and national) are prioritized in order to meet these goals. SB70, counseling and
guidance funds, district general funds, and categorical funds are used to ensure
that alignment. Counselors meet with 10™ graders to develop a 3 year plan. Itis
the goal that every student in NHUSD will have an individualized learning plan
which will be reviewed and revised annually. This plan will establish the needed
alignment between guidance and counseling services and the students’ academic,
career, and personal goals.

20



Section 4: Comprehensive Professional Development Provided to Teachers,
Counselors, and Administrators

1. Describe professional development activities for CTE teachers that go beyond
those activities offered to all teachers through the use of district funds. (State Plan)

Response:
Both Mission Valley ROP and the New Haven Unified School District are committed to
providing staff development opportunities for both academic and CTE teachers. The
focus of these workshops is the integration of CTE and academic education. Each staff
member annually develops a professional development plan which is aligned with
planned district staff development days. At the beginning of each year, Mission Valley
ROP has a sequence of three staff development days. The first day is focused on
training new teachers. The remaining two days focus on implementation and alignment
of CTE programs with the California Model Curriculum Standards and Framework.
Additionally, staff are encouraged to attend conferences and workshops, including
opportunities for improving occupational skills. Perkins funds are used to partially fund
these activities.

2. Describe the professional development activities implemented or planned for the
' implementation that focus on the California CTE Model Curriculum Standards and
Framework. (State Plan)

Response:

The above mentioned professional development activities are planned with California
CTE Model Curriculum Standards and Framework in mind. A complete professional
development plan for CTE teachers will focus on structuring a standards-based
curriculum that aligns with both the CTE Model Curriculum and with district and
state expectations for Language Arts.

3. Describe the ongoing professional development initiative(s) made to effectively
integrate and use challenging academic and CTE standards that is provided jointly
with academic teachers. Include any professional development activities conducted
in conjunction with secondary and postsecondary agencies. (Perkins IV Section
135[b][S1[AILi])

Response:

Mission Valley ROP and New Haven Unified School District will identify career
pathways that can be supported by CTE and academic teacher collaboration.
Substitutes will be provided to enable academic and CTE teachers to collaborate so that
academic teachers teach academics that apply to a variety of industry sectors, and CTE
teachers teach academic content standards as they apply to a given industry sector.
Whenever possible, academy models and small learning communities will be focused
on industry sectors and career pathways.
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Describe the pre-service and in-service training provided to staff in effective
teaching skills based on research that includes promising practices. (Perkins IV
Section 135[b][51[Allii])

Response:

Many pre-service and in-service training activities have been introduced to
NHUSD teachers and administrators as a resuit of the Strategic Plan. NHUSD
has agreed to allow MVROP teachers and administrators to participate in these
trainings as well. This includes, but is not limited to:

California High School Exit Exam strategies

Marzano — “Classroom Instruction that Works”

BTSA orientation

Professional Learning Communities

Identifying Power Standards

Developing Assessments

Small Learning Communities

Meeting Needs of English Learners

Differentiation

Technology integration

Literacy strategies

Describe the in-service and pre-service training provided to staff in effective
practices to improve parental and community involvement. (Perkins IV Section
135[b][5][Alliii])

Response:

Staff are engaged in discussions about how to utilize and facilitate community
involvement. Staff development activities include training on how to approach and
include community stakeholders involvement and participation on CTE Advisory
Committees and industry advisory committees.

6.

Describe the in-service and pre-service training provided to staff in the effective use
of scientifically based research and data to improve instruction. (Perkins IV Section
135[b][S][A][iv])

Response:

Both Logan and Conley-Caraballo staff have received extensive training with
Robert Marzano’s “Classroom Instruction that Works”. Understanding the District’s
Power Standards, developing assessments, curriculum mapping and
differentiation have also been a focus. The district has been in partnership with the
School Redesign Network at Stanford and Teachers College of Columbia
University in providing research-based strategies to teachers.
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7. Describe the professional development programs for teachers of CTE and other
public school personnel who are involved in the direct delivery of educational
services to CTE students, to ensure that such teachers and personnel stay current
with all aspects of an industry. (Perkins IV Section 135[b][5][B])

Response:

All CTE teachers are able to access the wide variety of programs offered to other
teachers. A goal is to develop practices among CTE staff to stay abreast of and
engaged in all aspects of industry.

8. Describe the internship programs that provide relevant business experience to
teachers. (Perkins IV Section 135[b][5][C])

Response:

Mandated connections with active business and industry advisory members create
opportunities for CTE teachers to remain alert to the most updated trends and
requirements of industry. MVROP teachers and their joint partner counterparts have
access to job shadowing, conferences, workshops, and mentoring by business and
industry members.

9. Describe the programs designed to train teachers specifically in the effective use
and application of technology to improve instruction. (Perkins IV Section
135[b][5][D])

Response:

All teachers receive training in our e-mail, grading, student information systems, and
web based applications. Additionally, Level 2 credential requirements for the
Designated Subjects credential requires teacher training in the effective use and
application of technology to improve instruction. Lastly, Perkins funds are used to
support teachers efforts at trainings and workshops designed to increase their effective
use of and application of technology.
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Section 5: Accountability and Evaluation of Career Technical Education (CTE)

Programs

Describe the process that will be used assess the academic and career technical
performance of students participating in CTE programs. (Perkins IV Section
134[b][7], State Plan)

Response:

Student academic and career technical education performance are reviewed annually

by:

Discussing performance at instructional meetings

Reviewing performance during program advisory committee meetings
Reviewing performance with the governing board or council
Performance review at department and cluster meetings

Describe the process that will be used to evaluate and continuously improve the
quality of CTE programs offered to students. What provisions are or will be in place
to set priorities for local CTE program improvement and ensure alignment with the
CTE Model Curriculum Standards and Framework. (Perkins IV Section 134[b][7],
Section 135[b][6], State Plan)

Response:

CTE programs are evaluated annually to ensure quality instruction. The following data
is reviewed and analyzed:

An annual student survey is used to assess student perception of the quality of
program, teacher, technology, instructional resources, and student support services
A review of this data is used in the budgeting process to remedy quality deficiencies
The WASC accreditation process reviews goals and objectives with a focus on
student learning

Describe plans to increase the active participation of representatives from the
workforce and economic development agencies including members of business,
industry, and labor in planning, implementing, and evaluating funded programs.
(State Plan)

Response:

Program advisory committees are a critical component for accountability in CTE
programs. Advisory committees annually review course outlines and competencies
and make a recommendation as to whether a program will be continued.
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Describe the actions being taken and/or planned by the agency to ensure
participation in California Longitudinal Pupil Achievement Data System (CALPADS)
and California Partnership for Achieving Student Success (Cal-PASS) data systems
process. (State Plan)

Note: It is expected that CALPADS will be fully implemented beginning July 2009.
Response:

Mission Valley ROP has signed a Memorandum of Understanding with Ohlone College
which states our intention to enroll in Cal-PASS by Dec 31, 2008 and begin sending
required data by March 31, 2009.
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Section 6: Use of Funds

Section 135(a) of Perkins IV states, “Each eligible recipient (LEA) of the Section 131 and
132 funds shall use these funds to improve CTE programs.” Federal grant funds must
supplement, or augment, and not supplant state or local funds. Federal funds may not
result in a decrease of state or local funding that would have been available to conduct
the activity had federal funds not been received. LEAs must be able to demonstrate that
federal funds are added to the amount of state and local funds that would be made
available for uses specified in this local plan.

While the regulations do not provide a definition of “program improvement,” it is clear
that the funds may not be used to simply maintain an ongoing program. The CDE has
interpreted this requirement to mean that the funds may only be used to support
activities intended to enhance the effectiveness of existing programs, modify or update
existing programs, and to develop and implement new programs.

1. Describe how the Perkins IV funds supplement general funds and funds from other
resources, such as School Improvement, Title I, Senate Bill 70, Proposition 1D,
tenth grade counseling, other guidance and counseling and others to improve the
academic and technical skills of students participating in CTE programs. (State
Plan)

Response:

An analysis of program needs shows that the following areas are in need of Perkins
resources:

e Proposition 1D funding for a $5.3 million East Bay Culinary Arts Institute within the
Hospitality, Tourism and Recreation industry sector creates the opportunity for
Perkins dollars to partially assist the instructional portion of this program.

¢ Proposition 1D funding for a $30 million Performing Arts Center necessitates
creation of a career pathway within the Arts, Media and Entertainment industry
sector. Perkins dollars will be used to partially fund the creation of courses that are
part of a career pathway leading to careers in stagecraft and sound production.

o Perkins will be used to supplement counseling and guidance activities leading
students to instructional programs in Business/Finance; Arts, Media and
Entertainment; Engineering and Design; Education, Child Development and Family
Services; Information Technology; Marketing, Sales and Services; Fashion and
Interior Design, Hospitality, Tourism and Recreation; Transportation Technology;
Public Services; and Health Science and Medical Technology. These programs will
also share in Perkins funds should they be available in an amount sufficient to
improve and enhance the program.

Perkins funds are used to supplement district and ROP resources allocated for
programs. They will not be used to supplant existing program budgets. Prior to use of
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Perkins funds, budgets are established for all programs based on availability of general
fund resources, grant funds, industry donations, and lottery funds.

Due to current economic conditions ROP funds are the primary source of funds for CTE
courses. The district is committed to supporting CTE courses in designated career
pathways and intends to be fully qualified to accept Perkins funds.

Career pathways are offered in the district or ROP in each of the 15 industry sectors
identified by the California Department of Education. Each of these pathways indicate
how and where students can continue their education in a post-secondary institution.
Many of the courses are articulated for community college credit. Additionally, many
courses earn UC a-g credit.
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Appendix A

|dentification of the CTE Sequence of
Courses
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he Fashion Institute of Des

Mission Valley ROP 10/18/2001
40230 Laiolo Road

Fremorit, Ca, 94538

To Whom It May Concern:

This letter of understanding is to serve as ¢ ‘
;the Fashtcn lnstitute of Desugn A ; 3 ;erchandlsmg
: na wa X unats of credit fpr

Sincerely,

Los Angeles = San Francisco = Qrange County = San Diego = Paris




®

_The Fashion Institute of Design & Mérchandising“ e

ERIURCIFVE PN | o5 Angeles. CA 90015-1421 )

213.624.1200

f website: http://www.fidm.com

Mission Valley ROP 10/18/2001
40230 Laiolo Road
Fremont, Ca. 94538

Dear Ms.Oliveira,

Thank you for the comprehensive information on the Fashion Merchandising course for
- ROP. We are very happy to provide credit for two GNST courses (Color Theory and History of
Costume). Please use the letter as a formal agreement, and provide students with a.copy if they
are mterested in FIDM after completion of your course.

Sincerely,

Sheryl Rabinovich

Los Angeles — San Francisce - Orange Counly « San Diego = Paris
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2+2 Articulation Agreement

Foothill College— Veterinary Technology Program
C Y
Mission Valley ROP—Veterinary Assistant Program

rev, 04/2007

This agreement is between the Foothill College Veterinary Technology Program
(FHC-VT) and the Mission Valley Regional Occupational Program Vetermary Assistant
Program (MVROP-VA).

Intént

The parties mutually agree that the linking of the two programs will provide a means
for students to make a smooth transition from the secondary level of occupational and
academic training to the two-year post-secondary level without experiencing delay or
duplication of learning. Furthermore, through appropriate counseling, carefully
designed coursework and acquisition of critical literacy skills the student will be
‘prepared for success in a sirong college professional program and thus be qualified for
a career in the veterinary profession.

The articulation design combines both a Time- Shortened Program component and a
Tech Prep/Advanced Skills approach‘to eliminate redundancy and incorporate more

- breadth of training than the post-secondary program alone can provide, Qualified

students will receive college credit for the articulated course after completing the
' required designated units. :

Students completing the MVROP-VA PROGRAM will be qualified to work as
Unregistered Veterinary Assistants and graduates of the FHC-VT PROGRAM will be
eligible for licensing as a Registered Vetermary Technicians (RVT).

Terms and Conditions

1)  Detailed procedures and general policies are outlined and contained in the 2+2
Articulation materials which have been reviewed and approved by each party.
This information is available to students; parents, counselors, teachers, and
?)dnnmstrators by contacting the MYROP Veterinary Ass1stant Program
irector

2)  The MVROP Veterinary Assistant Program will be considered equivalent, but
not identical to VT 51 —Introduction to Veterinary Technology at Foothill
College. The Articulation Agreement is limited to these two courses only.

3) -Students enrolled in MVROP-VA will be advised that in order to better prepare
for success at the post-secondary level, sthe should engage in a series of college-
preparatory courses at the secondary level and be counseled that most
successful students complete the VT program prerequisites and the majority of
‘the Foothill College general education requirements prior to apphcatlon to
the FHC-VT PROGRAM.



4

5)

6)

7

8)

9

10)

11)

12)

Final Draft 8-15-97

The FHC-VT program director shall be an active member of the MVROP-VA
Advisory Board and the MVROP-VA program director shall be a n active
member of the FHC-VT Advisory Board.

MVROP-VA shall maintain a complete competency record which identifies in
detail all classroom and site-based competencies evaluated and achieved for each’
student. |

College Credit will be granted once the student completes 12 quarter units of
college general education courses including but not limited to courses in
Mathematics and Physical Sciences, Business and Social Sciences and Biology
and Health Sciences with a grades of “C” or better.

The student must complete a written petition for equivalency with the
veterinary technology program lead counselor, which must be approved by the
FHC-VT program director and the Biological and Health Sciences Division Dean.
The student is responsible for providing the following documents:

. High school transcript showing successful completion of the articulated
course.

. Proof of achievement of 90% of the agreed upon classroom and site-
based articulation competencies (Completed Individualized Training
Plan, Classroom Competency and Site-based Competency Checklists).

o Letter of recommendation from MVROP-VA director.

This agreement shall remain in full force and effect until during any single
school year and may be revoked in writing by either party given at least two
months notice prior to the date of desired termination. Neither party is in any
way obliged to maintain this agreement beyond a given school year.

The renewal af this articulation agreement between MVROP-VA AND FHC-VT will
be subject to biennial review and approval by the FHC-VT program director
and the dean of the Biological and Health Sciences Division and is contingent
upon maintaining a high quality curriculum formally adopted and taught to
specified outcomes by a qualified teacher. :

It is the responsibility of the MVROP-VA director to provide relevant documents
including but not limited to the official Veterinary Assistant Program Course
Outline, Faculty Curticulum Vitae, Student Individualized Training Plan and
comprehensive Classroom and Site-based Competency Checklists.

MVROP-VA must notify FHC-VT of any proposed change in faculty or curriculum-
prior to any change being implemented or the articulation agreement will be
considered void.

All administrators, faculty and counselors whether full time or part time shall
receive orientation to the 242 articulation process in general and to this
articulation agreement in particular.
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The following parties agree to abide by the terms and conditions of the Foothill
College Veterinary Technology Program (FHC-VT) and Mission Valley Regional
Occupational Program Veterinary Assistant Program (MVROP-VA) Articulation
Agreement as outlined above:

Foothill College Veterinary Technology Program

Date: D'—l/ i@/ (Lt o W WA
i1 Karl' M. Peter, D.vV.M., Director— Veterinary Technology Program

Date: A// / (a/ ol S@AKIU\

Shirley Barker, Dean—Biological & Health Sciences Division

Mission Valley ROP Veterinary Assisting Program

Da;te: %?//7 pm%ﬁédj /?VT CYV///MJ
Date: 7/4;%7

| Date:__

Patricia Ruthcrford R.V.T., C.V.P.M, Director




Chlone College
Ohlone Community College District

‘Articulation Agreement
Ohlone Coilege and Mission Valley ROP agree to articulate the following courses:

High School/ROP course(s)
Introductlon to Admmlstratlon of Justice

Ohlone College coufse(s): . ‘
AJ 101 Introduction to Administra_ti;in of Justice (3 units)

In order to be eligible for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agreed to by the
faculties of both institutions at an “A” or “B” grade level

High School Faculty ' ' ~ College Faculty

RoBerel J. ,Uluxf’/f” - Rictary & Comunis sk
print name . print name ) .
'//Hff(/(// ﬂ,}ﬁ ;(; #E
slgnattire P date z signature
‘Distric dmmlstratm Slte Punclpal - -Ohlone College Division Dean :
ﬁ/Zﬁﬂvﬁ _Mikel lyn T Sv‘/wm/
print name /

, Mf%ﬂﬂ’v/ "’Zf? 03 W k//@/&a« '4/4::14’5

District Artmulatmn Coor dmatm ' /V?e/\lw xesxdem‘,, Educational
Servi
/1’ Wé%’m LM mc/u

pi mt

Q&/&%ZLZMW/L //ﬂ&/oﬁ | TAME wa?’" 625703

“Signature/ date(/ s1gnature ,



OHLONE COLLEGE
CAREER PREP

COURSE OUTLINE
with
"Mission Valley ROP

Name of R.O.P. or High School District

1a. Ohlone Collége, | 2a. Course Name: Units: |3a. Length of Course:
| Course No(s) A ' . _ | . 1 Semester X
. _ o Administration of Justice 1 Year -
AJ101 S v ' - 3 Other (specify)
1b. ROP or High 2b. Course Name: Units: | 3b. Length of Course:
School Course No(s) L A : , 1. Semester o
| - Introduction to Administion of | 1_Yearv X
| TPJA : Justice 10 . Other (specify)
4. Type of Course: ROP. x 5. Lecture/Lab - ‘
College Prep. . Lec, hrs. perweek 2
Advanced Placement ‘ ' Lab. hrs. per week _3
G(:neral
6.. 'Pferequisites: : Corequisites: o - Advisory:’ '

None - None . : Age 16+

7. Course Description: : It is a 2+2 two-semester high school course for juniors and seniors to serve
s an introduction to the criminal justice systém, law enforcement, the correctional system, the juvenile
justice system, the current crime issues, and a the legal use of force by law enforcement. The course will
help the student have a general knowledge of the administration system. The course will also help the
_student to prepare him or herself to explore the many components of the criminal justice system. The
beginning of the course explores careers in Law Enforcement Corrections, Probation, and Parole.

AT 242 terp ' 1 : » Tan-03



8.  Student Performance Objectives: Please include performance objectives for the lecture and
laboratory components of the course.

The student will: A
Analyze and compare the criminal justice system of the U.S. with other systems.
Identify competing theories related to crime causation.
Name the components of the criminal justice system and their interrelationships.
Identify career opportumtles in the criminal justice system.
Identify theories of the origin and history of law enforcement in the U.S. and distinguish
federal, state, and local level agencies based on geographical consideration.
6. Analyze the organization, function, operation and jurisdiction of the court systems at the
- federal, state, and local levels. '
7. Contrast and compare theories concerning both the purpose and-the strengths and
weaknesses of institutional as epposed to community treatment programs.

kW

8.Course Content: Please include a detailed outline with subheadings and examples where

- appropriate. If this course has a laboratory component, include a detailed outline with
subheadings for the topics covered in the lab and note major skills learned. Also include any
culturally diverse perspectives or technical tools offered in the course. If additional space is

needed, attach on separate paper. See Gu1delmes for Course Proposal Form for description of
outline required.

(see attached outline)

AT2:+2 temp 2 A - Jan-03



10. Methods of Evaluation or Measurement of Student Achievement:

A.

Written Assigninents: 10%

___ Essay Exam(s)

. ___Term or Other Paper(s)

B.

__ Journaling

__ Lab Report(s) .
x__Written Homework
X Reading Report(s)

- x__ Project(s)

- Portfolio

- Other (specify)

Comp/Non- Comp/Prob

- Solving

* (approx _15%)

.. Exam(s)

_ "Quizzes

%X Homework
— Lab Report(s)
__Field Work

- Other (specify)

AT 242 temp

(approximate % of grade) |

Writing Assignments are NOT
appropriate because course is:
~___ Primarily Computational or Non-
- Computational Problem Solving
___ Primarily Skill Demo
Other

C. Skill Demonstrations D. ObiecﬁVe Exéms

e (épprox_ 10 %) . (aﬁprox 65%)

- x__Class Performance(s) x__ Mutltiple Choice -
___ Field Work ‘x___True/False -
- ___ Performance Exams - ___ Matching
___Other (specify) - x___ Completion -
o ' ' ___ Otbher (specify)
3

Jan-03



11. . Ohlone College Credit by Examination:

The -following method(s) of evaluatlon listed above w1ll be utilized for the purpose of

Ohlone College “Credit by Examma’uo

Quizes, homework, oral presentation, final exam

12. Student Materials-Means of Achlewng Objectives:
Text: The American Svstem of Criminal Justice: Authors George. Cole/Chns Smith

Introductlon to Cnrmnal Justice J oseph Senna & Larry Siegel

Sup_plernental Text:

Special Materials: Internet in a controlled manner.

13. ‘Methods of Instruction: Check all tha.t apply

a, Tradmonal Classroom _ - R '

b Self: Paced

C. T-echnology—Mediated'

d. | Other: Videos, several guest speakers, transparencies
Prepared by:Bab Wﬂlett ' ' | Date: January 27, 2003
Revised by: Bob Wlllett | , Date: January 27, 2003 ,

AT 242 temp

- Instructional Manager Approval 12“4‘3 Zﬂ ff’yf/\y])ate - [y /A

Jan-03 .



. Ohlone College
Ohlone Community College District

Articulation Agreement
Ohlone College and Mission Valley ROP agree to articulate the following‘courses:

-High School/ROP course(s):
Microcomputer Accounting (Peachtree & Excel)

Ohlone C;)Hege course(s):
BA 104 Computer Applications in Accounting (3units)

In order to be eligible for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agreed to by the
faculties of both institutions at an “A” or “B” grade level,’

High School Faculty College Faculty
/ ~rse 3
B [0 prtSSETZ7 Vern lumaern
print name print name

W &/?41/0\5 S %‘, L“‘ﬂ-«w{ 42423
ignature . date signature . date

District. inistrator/Site Principal Ollone College Divisign Deay
('/km/g(:% fAcvremads] M/M /%W‘, et/

printname
05w fetsbd Vet
signature / date
District Articulation Coordinatoyr . Ohlone Vice President, Educational
N Serwces
MSESZ( lUl’)UL . )IM VAR T

print narhe p;". 1
Alyssa_Lynth  s/ighs k] iefes
mgna{u € ate )



OHLONE COLLEGE

CAREER PREP-

COURSE OUTLINE

with
Mission Valley ROP/C
la. Ohlone College 2a. Course Name: Units: |3a. Length of Course:
Course No(s) 1 Semester v
: Computer Applications in 1 Year .
BA 104 Accounting ' 3 Other (specify)
1b. ROP or High 2b. Course Name: Units: |3b. Length of Course:
School Course No(s) Computerized Accounting and 1 Semester v
Oracle Applied Excel 1 Year .
Applied Excel Other 18 wks
4.  Type of Course; R.OP. v . Lecture/Lab
College Prep. Lec. hrs. per week 4
Advanced Placement Lab. hrs, per week 6
General
6.  Prerequisites: Corequisites: Advisory: :
Accounting Principles Proficient in Basic English, and
MS Excel ability to type 25 wpm.

MS Windows and the Internet

Business Math

7.  Course Description:

Microcomputer accounting is a comprehensive course covering accounting concepts using
commercial software packages, i.e. Oracle Small Business Suite, Peachtree, Great Plains,
Microsoft Small Business Suite. Students will complete business simulations using the

selected software package. Students will also learn how to perform account analysis using

Excel.

BA 104R

Jun-03




3

8.  Student Performance Objectives: Please include performance objectives for the lectlire
and laboratory components of the course.

The student will:
Accounting Software

1. Discuss how computer technology can be used to automate an accounting system

2. Distinguish between different kinds of accounting software packages

3. Apply basic accounting concepts

4. Understand small business sales cycles

5. Prepare and analyze financial reports Balance Sheet, Trial Balance and General Ledger

6. Understand the use of profitability reports Income Statement and Sales and ltem
Profitability

7. Gain an understanding of payroll, including payroll items, tax tables, vendors, liabilities,

payroll processing and paying taxes
8. Become familiar with the components of the accounting software
Financial reporting
Inventory items
Prepaid expenses
Detailed reporting capabilities
Estimates and invoices
Bank reconciliation
Inventory tracking
Cash forecasting
Expense reporting
Recurring billing.

Appl:ed Excel «

9. Use references (absolute and relative), enter functions using the Formula Palette, use date
functions (NOW and DATE), use financial functions (FV and PMT) and use logical
functions (IF)

10. Import data from text files (insert, drag-and-drop), import from other applications, import a
table from an HTML file and export to other applications

11. Apply, edit and create templates

12. Use multiple workbooks as a workspace and by Imkmg

13. Create custom number formats and use conditional formatting

14. Print and preview multiple worksheets and use the Report Manager

15, Add and delete a named range, use a named range in a formula and use Lookup
Functions (Hlookup or Viookup)
16. Hide and display toolbars, customize a toolbar and assign a macro to a command button
17. Record, Run and Edit Macros

LT T SQ o e oo

BA 104R 2 Jun-03



9. Course Content: Please include a detailed outline with subheadings and examples where
appropriate. If this course has a laboratory component, include a detailed outline with subheadings
for the topics covered in the lab and note major skills learned. Also include any cuiturally diverse
perspectives or technical tools offered in the course. If additional space is needed, attach on
separate paper. See Guidelines for Course Proposal Form for description of outline required.

Weeks
.25

25
2.5

-

1.0

1.0

2.0
1.5

2.0

1.0

1.0

1.0

BA 104R

Accounting Software

1.

b wio

J
Applied Excel

9.

10.

1.

12.

13.

Discuss how computer technology can be used to automate an accounﬁng
system

. Distinguish between different kinds of accounting software packages
. Apply basic accounting concepts

. Understand small business sales cycles

. Prepare and analyze financial reports

a. Balance Sheet
b. Trial Balance
c. General Ledger

. Understand the use of profitability reports

a. Income Statement
b. Sales and ltem Profitability

. Gain an understanding of payroll, including payroll items, tax tables, vendors,

liabilities, payroll processing and paying taxes

. Become familiar with the components of the accounting software

a Financial reporting

b Inventory items

c Prepaid expenses

d. Detailed reporting capabilities
e. Estimates and invoices

f. Bank reconciliation

g Inventory tracking

h Cash forecasting

i. Expense reporting

j. Recurring billing.

orking with Formulas and Functions
Use references (absolute and relative)
Enter functions using the Formula Palette
Use date functions (NOW and DATE)
Use financial functions (FV and PMT)
Use logical functions (IF)
mporting and Exporting Data ,
Import data from text files (insert, drag-and-drop) operations
Import from other applications
Import a table from an HTML file (insert and drag and drop operations,
including HTML round tripping)
d. Export to other applications
Using Templates
a. Apply templates
b. Edit templates

capTe g

—

oo

c. Create templates
Using Multiple Workbooks
a. Use a workspace

b. Link workbooks
Formatting Numbers
a. Create custom number formats

3
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2.0

b. Use conditional formatting

14. Printing Workbooks .
a. Print and preview multiple worksheets
b. Use the Report Manager

15. Working with Named Ranges

a. Add and delete a named range

b. Use a named range in a formula

C. Use Lookup Functions (Hlookup or Viookup)
16. Working with Toolbars

a. Hide and display toolbars

b. Customize a toolbar

c. Assign a macro to a command button
17. Using Macros

a. ‘Record macros

b. Run macros

c. Edit macros

10. Methods of Evaluation or Measurement of Student Achievement:

A

Written Assignments:. % (approximate % of grade)
__ Essay Exam(s) : Writing Assignments are NOT
___ Term or Other Paper(s) appropriate because course is:
__ Journaling ___ Primarily Computational or Non-
. Lab Report(s) : Computational Problem Solving
___ Written Homework __ Primarily Skill Demo
. Reading Report(s) Other
___Project(s)
____Portfolio
___ Other (specify)
Comp/Non Comp/Prob C. Skill Demonstrations D. Objective Exams
Solving ,
~ (approx 25%) (approx 50%) (approx 25%)
v Exam(s) v Class Performance(s) v Multiple Choice
___Quizzes ___ Field Work v True/False
____Homework v Performance Exams v Matching
___ Lab Repori(s) v Other (Simulations/projects) v Completion
___ Field Work ___Other (specify)
_._ Other (specify) _

11. Ohlone College Credit by Examination:
The following method(s) of evaluation, listed above, will be utilized for the purpose of

Ohlone College “Credit by Examination”:

Students will demonstrate their knowledge by completing a service business comprehensive

review problem, merchandising company simulation or payroll simulation and passing hands-on
tests given during the semester. '

BA 104R
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12.  Student Materials-Means of Achieving Objectives:
Text: : '

’ Supplemental Text:

Special Materials: (Describe and indicate approximate cost.)

13. Methods of Instruction: Check all that apply.

a.  Traditional Classroom v
b. Self-Paced v
c.  Technology-Mediated v
d. Other:
Prepared by: Donna Tomassetti Date: 11/21/96

Revised by:  Donna Tomassetti Date: 6/17/03

r
C . , _
" Instructional Manager Approval: %wa %4/«/ Date: é,// '3/ 03
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Ohlone College
Ohlone Community College District

Articulation Agreement
Ohlone College and Mission Valley ROP agree to articulat_e the following courses:

High School/ROP course(s):
Accounting Principles (2hrs.)

Ohlone College course(s): .
BA 106 Applied Accounting (3units)

In order to be eligible for Career Prep college credit, a student must demonstrate mastery
of the comipetencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agreed to by the
faculties of both institutions at an “A” or “B” grade level.

High School Eaculty College Facult%

) Vern  Urumarrn

print name print name
/ .4«— Lunﬂ‘r{ - 2"/"0?)
signature ‘date

Ohlone College Dmsmn Dea

M/é//# /‘ie/w( ‘W"b/

print name

M/ﬂh» W// ﬂ/ 26/73

signature date
District Articulation Coordinato; . Ohlone Vice President, Educational
Services
/rf\lém LM hike . Tim Wil i
prmt nam 1
signature date




OHLONE COLLEGE
CAREER PREP

COURSE OUTLINE

with
Mission Valley ROP/C
1a. Ohlone College 2a. Course Name: Units: |3a. Length of Course:
Course No(s)” 1 Semester v
Principles of Accounting ’ 1 Year o
BA 106 3 Other (specify)
1b. ROP or High 2b. Course Name: Units: |3b. Length of Course:
School Course No(s): 1 Semester '
_ _ 1 Year -
Accounting Principles | Accounting Principles , Other 18 wks
4, Type of Course: R.OP. v 5. Lectuxe/Lab
College Prep. ’ Lec. hrs. per week 2-5
Advanced Placement Lab. hrs. per week 8-5
General
6. Frerequisites: Corequisites: Advisory:
Business Math Proficient in Basic English.
MS Excel '

7.  Course Description:

Accounting Principles is the study of accounting concepts, procedures, terminology and practices
relating to service and merchandising businesses. This course prepares students to make entries
manually and on the computer. It enables students to obtain employment as entry level accounting
clerks or further their accounting education. Homework is required to complete assigned work.

BA 106R 1 : May-03




8.  Student Performance Objectives: Please include performance ObjeCtIVGS for the lecture and
laboratory components of the course.

Upon conﬁpletibn of this course the student will:
1. Understand the forms of business organization and types of business operations
2. Record transactions using the accounting equation
3. Analyze transactions into debit/credit parts
4. Prepare financial statements: Income Statement, Statement of Owners Equity, Balance Sheet
5. Prepare a worksheet to show adjustments and net income (loss)
6. Prepare and record adjusting and closing entries
7. Understand cash contiol and segregation of duties
8. Prepare documents and reports associated with petty cash
9. Determine, record and deal with cash overages and shortages
10. Reconcile a bank statement and understand banking procedures
11. Calculate and record payroll transactions
12. Calculate employer’s payroll taxes
13. Understand Federal and State payroll taxes repqrtiﬁg requirements

14. Analyze business scenarios and provide recommendations regarding business ethics

9. Course Content: Please include a detailed outline with subheadings and examples where
appropriate. If this course has a laboratory component, include a detailed outline with subheadings -
for the topics covered in the lab and note major skills learned. Also include any culturally diverse
perspectives or technical tools offered in the course. If additional space is needed, attach on separate
paper. See Guidelines for Course Proposal Form for description of outline required.

Weeks

S I. Accounting
a. As a career
Forms of business organization
Types of business operations
Communication and ethics in the workplace

S

7.25 1L Accounting for a Service Busmess Organized as a Sole Proprietorship
a. Analyze transactions
b. Journalizing transactions
c. Posting to a General Ledger

BA 106R - 2 May-03



10.

BA 106R

1.0

7.25

2.0

B Rt o A

Cash Control Systems

Trial Balance & Work Sheet Prepeu ation
Financial Statements

Recording adjusting and closing entries
Simulation

II1.Cash and Combined Journal

a.

e oo o

Cash control

Journalizing transactions using a combined journal
Accounting for petty cash

Change fund

Cash Short and Over

Banking procedures

1V. Accounting for a Merchandising Business Organized as a Sole
Proprietorship

<

e e o

SR ER Mo Ao o

Journalizing purchases and cash payments
Journalizing sales and cash receipts

Posting to a General Ledger and Subsidiary Ledgers
Work Sheet Preparation

Financial Statements

Recording adjusting and closing entries

Simulation

Accounting for Payroll

Employer/employee relationships
Calculate gross and net earnings
Payroll deductions

Payroll record keeping

Payroll systems

Journalizing payroll payment

Payroll taxes for employer

Filing and making payroll tax payments
Paying other amounts held

Simulation

Methods of Evaluation or Measurement of Student Achievement:

A. Written Assignments: 25% (approximate % of grade)

<< |

v
v
v

Essay Exam(s) Writing Assignments are NOT
Term or Other Paper(s) appropriate because course is:
Journaling ___ Primarily Computational or Non-
-Lab Report(s) Computational Problem Solving
Written Homework ___ Primarily Skill Demo

Reading Report(s) Other

Project(s)

Portfolio

Other (specify) Simulations

May-03



- B. Comp/Non Comp/Prob C. Skill Demonstrations D. Objective Exams

Solving )
(approx 40%) (approx 25%) (approx 10%)
v Exam(s) v Class Performance(s) v Multiple Choice
v Quizzes ___Field Work v True/False
v Homework v Performance Exams v Matching
v  Lab Report(s) ___ Other (specify) __ Completion
___ Field Work ___ Other (specify)
__ Other (specify)

11. Obhlone College Credit by Examination:
The following method(s) of evaluation, listed above, will be utilized for the purpose of
Ohlone College “Credit by Examination™:

Students will demonstrate their knowledge by completing a service business comprehensive
review problem and a payroll comprehensive review problem, merchandising company simulation
or payroll simulation and passing hands-on tests given during the semester.

12. Student Materials-Means of Achieving Objectives: 7 :
Text: Dansby, Kaliski, Lawrence, Paradigm College Accounting: Chapters 1-12, Fourth Edition.

St. Paul, MN: EMC/Paradigm Publishing, 2000

Supplemental Text: Study Guide and Working Papers: Chapters 1-12

Special Materials: (Describe and indicate approximate cost.)

Accounting Simulations  $50.00

13.  Methods of Instruction: Check all that apply.

a.  Traditional Classroom v

b.  Self-Paced v

¢. Technology-Mediated

d. Other:
Prepared by: Donna Tomassetti Date: May, 2000
Revised by: Donna Tomassetti Date: May, 2003

Instructional Manager Approval:

BA 106R

%4/6:1 p) %ﬂj\/ Date: _$//8/03
G
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Ohlone College
Ohlone Community College District

Articulation Agreement
Ohlone College and Mission Valley ROP ‘agree to articulate the following courses:

High School/ROP course(s):
Computerized Accounting using QuickBooks

Ohlone College course(s):
BA-109B Computerized Accounting for Small Business (1.5)

In order to be eligible for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agreed to by the
faculties of both institutions at an “A” or “B” grade level. '

@ IIROPFaculty Coliege Facl;l)ty
Y, / OMASSETTT MNepn \Tumaerf
print name print name (_) .
%&ngg 9%7 VA\? ' CZA« M 1=y 03
signature date signature date ,
District Administrator/Site Principal Ohlone College Division Dean

ICK, #ﬁM%}M‘A/!\] M/A//# éw/ke A4 b

o " printname
signature

District Articulation Coordinater . Ohlone Vice President, Educational

Semces

)4 Ném L\M(/{p Jlm WA G T

@WS% (ML/LQ/CL q)24)0> ,D)// 1216103

signature! date




OHLONE COLLEGE

CAREER PREP

COURSE OUTLINE

with
Mission Valley ROP/C
la. Ohlone College 2a. Course Name: Units: |3a. Length of Course:
Course No(s) ' 1 Semester
Computerized Accounting for 1 Year —
BA-109B Small Business 1.5 Other (specify) 9
wks '
1b. ROP or High 2b. Course Name: Units: |3b. Length of Course:
School Course No(s) 1 Semester
Computerized Accounting using 1 Year .
QuickBooks QuickBooks Other (specify) 9 wks
4. Type of Course: ROP. v 5. Lecture/Lab
' College Prep. Lec. hrs. per week 24
Advanced Placement Lab. Hrs. per week  8-6
General
6.  Prerequisites: Corequisites: Advisory:

MS Windows and the Internet

7. Course Description:

Knowledge of accounting,
proficient in Basic English and

ability to type 25 wpm.

Computerized accounting using QuickBooks provides students with hands-on experience using an
accounting software package used by small and medium size firms.

BA 109B
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8.  Student Performance Objectives: Please include performance objectives for the lecture and |
laboratory components of the course. '

Upon completion of this course students will be capable of automating tasks performed by
business owners. They will have hands-on practice invoicing customers, recording customer
payments, paying bills to outside vendors, managing inventory and, if time allows, analyzing
financial data. Common accounting terms—assets, liabilities, equity, cash basis, accrual
basis, balance sheet, and profit and loss statements--will also be reviewed. Students will be
able to locate information using the Help feature. Students will learn to:

1.Setup a business’s accounting system

2. Analyze and record financing, investing, and operating activities

3, Evaluate accrued expenses and revenue and record adjusting entries, if necessary

4, Compare bank statements to checkbook, prepare a bank reconciliation and record
any necessary entries

5.Determine and record year-end adjusting and closing activities
. ‘6. Create and use budgets

7.Create financial statements and other accounting reports

8.Create graphs

9. Work with Debits and Credits

BA 109B 2 May-03



10. Course Content: Please include a detailed outline with subheadings and examples where
appropriate. If this course has a laboratory component, include a detailed outline with
subheadings for the topics covered in the lab and note major skills learned. Also include any
culturally diverse perspectives or technical tools offered in the course. If additional space is -
needed, attach on separate paper. See Guidelines for Course Proposal Form for description

of outline required.
Weeks
.5 QuickBooks Tour
75 Chart of Accounts
5 Banking
75 Customer and Sales
75 Vendors, Purchases and Inventory
75 Employees and Payroll
5 Reports and Graphs
25 Correcting Errors
.75 Creating a Service Company
75 Accounting for a Service Company
75 Merchandising Corporation: Sales, Purchases and.Inventory
75 Merchandising Corporation: Payroll
1.5 Simulation

F

10. Methods of Evaluation or Measurement of Student Achievement:

A. Written Assignments: 15% (approximate % of grade)

___ Essay Exam(s) ' Writing Assignments are NOT
___Term or Other Paper(s) appropriate because course is:
____Journaling - ' __ Primarily Computational or Non-
v Lab Report(s) Computational Problem Solving
___ Written Homework ___ Primarily Skill Demo
___Reading Report(s) Other
____Project(s) : '
____Portfolio
___ Other (specify)
BA 1098 3. ' May-03



B. Comp/Non Comp/Prob C. Skill Demonstrations D. Objective Exams

Solving

(approx  40%) (approx 40%) ‘ (approx . 5%)
v Exam(s) v Class Performance(s) v Multiple Choice
v Quizzes ___Field Work v True/False
__ Homework v Performance Exams v Matching
__Lab Report(s) v Other Accounting Simulationv Completion
__ Field Work ___ Other (specify)

v Other Accounting Simulation

11. Ohlone College Credit by Examination:
The following method(s) of evaluation, listed above, will be utilized for the purpose of
Ohlone College “Credit by Examination™:

Students will demonstrate their knowledge by completing a merchandising company
simulation, passing hands-on tests given during the quarter and passing objective tests
during the quarter.

12. Student Materials-Means of Achieving Objectives:
Text: Donna Ulmer, Computer Accounting with QuickBooks 2002. New York, NY: McGraw-
Hill/Irwin, 2003 '

Supplemental Text:

Special Materials: (Describe and indicate approximate cost.)

Notepaper

13. Methods of Instruction: Check all that apply.

a.  Traditional Classroom v
b. Self-Paced v
c. Technology-Mediated v
d.  Other:
Prepared by: Donna Tomassetti Date: 1/23/03
. Revised by: Date:

Instructional Manager Approval: %W %@/x/ Date: X/ // tf‘/ a3
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OHLONE COLLEGE New

Fremont-Newark Community College District _x_ Revised
4 .
ba
1. Discipline/Course#: @8 109B 2. Unpits __ 1.5
3. Tithe: __Computerized Accounting for Small Lec Hrs 1.25
Business Lab Hrs___.715
4. Cross Reference: BA 109B 5. Sem Offered: F___ 5__
6. Partof Program: _ BA/CS 7. Repeat?:_0# Times or __units
8. Grading: Letter only 9. Credit by Exam: Yes_ No_x
Credit/No-Credit only (If yes, attach exam)
Optional X
10. Prerequisifes:  Corequisites: Advisory:
Concyrrent enroliment in
BA 101A or BA 106
11, Credit Course: X : Non-Credit Course:
(If “redir Conrse, complete all pplicable casegories below.) (If Non-Credit Course, skip 1o #12.)
Agseciate Degres Coygse: (Please complete one.) ' '
“x. Associate Degree Applicable Course
~ " Non-Associate Degree Applicable Course
Trpafergble Course: (Please complete as appropriate.)
~__ CSU Inst./Parallel Course:
—_ UC Inst./Paralle] Course:
__ Limiedto Specific Inst./Prograny:
___ CAN##* —
12a. Cutalog I}cscriptioﬁ: This course is normally taught in nine-weeks. (When tanght in nine
wesks, the weekly contact hours are 2.5 hours lecture, 1.5 hours lab.) This course is designed
to meet the accounting needs of a small business. A widely-nsed software package (such as
QuickBook) will be presented. o
12b. Class Schedule Description: Introduction to computerized accounting for small business using '
. a commercial software package, such as QuickBook. |
13. Course Description for Counselors: This course is intended for people who want to maintain
computerized financial yecords for a small business. ‘
Instructional Office Use Only
14, COQURSE.CODES " CSU ARFA AA/AS AREA
TOPS CODE 0701.00 Al 1
USOE CODE A2 i __March 1996
su:M CODE D ' A3 A Vice President Insiruction Approval
TRANS CODE 1 B1 s
CAN Number B2 VA
Speecific CSU B3 B
1GETC Area - c IVC __March 1996
VATEA Qualifying: _X _Yes __No C2 v Date of Board Approval
' D1 VI
D2 Elec
€S 1098 x BA 109B* E

FORM 12/05

EO o 3 I oo g T
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15. Student Performance Objectives:

The smadent will:

1. Communicate with QuickBook through its iiser interface.

3. Set up a small business, including its accounts, Customers, vendors, products, and services
with QuickBook software.

3.  Manage the information about handling accounts receivable, reconciling checking and credit
card accounts, working with memorizing transactions, maintaining the general ledger, and
generating reports using QuickBook.

4. Enter the data for small business into QuickBook and manage the files to improve the cash flow

and increase profits.

16. Methods of Evalué.ﬁbn or Measurement of Student Achievement:

A.

(Degree course requires at least one choice from "A", "B" or"C".
1f A" is not checked, indicate the reason why not.)

Written Assignments: _25% (approximate % of grade)

_Essay Exam(s) Wiiting Assignments are NOT

—_ Term or Other Paper(s) appropriate because COurse is:

___ Lab Report(s) " Primarily Computational

"% Written Homework —_ Primarily Skill Demo

"x_Reading Report(s) or Problem Solving

__ Other, ___ Other (specify)

Comp/Non Comp/Prob . C. Skill Demonstrations D. Qbjective RARMS
(approx _25%) (approx _25%) (approx 25%)

_%. Exam(s) _x_Class Performance(s) _x_Muldple Choice

_x_Quizzes —__Field Work X Tru/E alse
Homework “x_Performance Exams _x_Mawhing

" Lab Report(s) ~_ Other (specify) _x_Completion

—_ Field Work - ___ Other (specify)

. ___ Other (specify)

Vet e hThICICRTE bhHT F‘D\DI?..«‘F‘.Q!ZBW
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17. Course Content: Please include in the topic outline any cultrally diverse perspectives offered
in the course. If additional space is needed, attach on separate paper. See
Guidelines for Course Proposal Form for description of outline required.

WEEK
1. Working with QuickBook

2. Setting up QuickBook and your cormpany

3. Creating a chart of accounts

4. Setting up customers

At
¢

Seting up vendors .
6. Defining products and services
7.  Managing vendor invoices
8.  Using the checkbook
9.  Recording sales
10.  Recording payments & deposits

11. Managing aCoounts receivable

12.  Reconciling bank & credit card statements

13.  Recalling & grouping memorized transactions

14. Working with your general ledger
15.  Producing reports
16. Preparing your data for QuickBook

17. Managing your files & converting data from Quicken

Prepared by:
Revised by:

Inst. Manager Appmval:____m_ﬁnmam_—_—-— CAPAC Approval:

CAPAC Curriculum Review:

LTRICIEAT Wi thT  ER0O7Z/RR/ZR
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18.

19.

Student Materials-Means of Achieving Objectives:

Text: Youzek,D. H., Understanding QuickBooks, 1st ed., Alameda, CA: Sybes, Inc., 1993.
(ISBN 0-7821°1164-5) -

Supplemental Text: |

Special Materials: (Describe and indicate approximuate COSL.)

Texts are considered college level because:
Texy is widely used jn colleges and universitics nationwide,

hehebebe

Quiside of Class Assignments, Required Reading, Writing, and Other:

Over an 18-week semester, one hour of class time and two hours of outside work per week are
required for each unit of credit in 2 lecture course. ‘This requircrment is stared as two hours of
independent assigned: work for each class hour. The students will be doing the following
outside of class: _

x  Study
Answer Questions
Skill Practice

. Required Reading
Problem Solving Activity or Exercise
Written Work (cssays/composiﬁon/repon/analysis/reseamh) ) _
Journal (reaction and evaluetion of class, done ona continuing basis throughout the
semester,
Observazion of, or participation in, an activity related to course content (e.g., play,
musenm, concert, debate, meeting, etc.) .
Other (specify)

|k

T et

fBTRICICATR mEth T CRRZ ARRI7A



Ohlone College
Ohlone Community College District

Articulation Agreement
Ohlone College and Mission Valley ROP agree to articulate the following courses:

High School/ROP course(s): _
Business English - 2022
Business Correspondence - 2012

Ohlone College course(s):

Business English and Communication - BA 116 (4 units)
In order to be eligible for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully

complete the credit by examination component mutually identified and agreed to by the
faculties of both institutions at an “A” or “B” grade level.

High School Faculty College Faculty
Mgzg,/~ef’ /‘u”((/d C\(\\/‘l s tine A 60 It
print narfie " print name
o - . e
Mogeut Jugle  stt0r (B alrfos
signature'L/ date signature date
Dlstrxct Administrator/Site Principal Ohlone College Division Dean
¢
.MZZ_@QML,
e print name
/] ppofukatid i
i signature / date

Ohlone Vice President, Instruction

JAes i k(-

print name ‘
M $G-05

signature C‘fy




OHLONE COLLEGE

2+2+2 |
REQUEST FOR ARTICULATION

HicH SCHOOL/RO_P DISTRICT ORIGINATING REQUEST:

Name of high school/ROP district: Fremont Unified School District
Contact Person: Margie Trujillo

Address: 40230 Laiolo Road, Fremont, CA 94538

Phone: (510) 6514540 -Contact Hours: 8:00 —3:00

HiGH SCHOOL/ROP COURSE SUBMITTED FOR ARTICULATION:
Course No.: 2022 and 2012

High school/ROP course title: Business English and Business Correspondence
*Submitting district will include completed Course Outline (form/disk to be provided by Ohlone College)

PROPOSED ARTICULATED OHLONE COLLEGE COURSE:
Dept. & Course No.: BA-116

College ¢ourse title: Business English and Communication

For Ohlone College use only
Date of receipt of request by Office of Instruction:

Date of submission to Division Dean:

| Date of submission to Instructor:__aftl. J, 008

Division Dean’s Name: Date:
Action by Division Dean:

(if request is disapproved, complete Articulation Denial form and distribite fo all parties)

Instructor’s Name:__ Cpgistns Sutt Date;
Action by Instructor:

If request is approved, the Division Dean will complete an Articulation Agreement form, obtain
approval signatures, and forward all documents (including high school/ROP and Ohlone College
course outlines) for processing and distribution.

Date:

Please send completed request and course outline to Susan Myers, Career Prep Program, Ohlone College, 43600
Mission Blvd., Fremont, CA 94539-0390 '

24242 Request Business English v 11-Jan-05



OHLONE COLLEGE
CAREER PREP
COURSE OUTLINE

with

Mission Valley ROP

Name of R.O.P, or High School District

1a. Ohlone College 2a. Course Name: Units: |3a. Length of Course:

Course No(s) 1 Semester____
Business English and Communication 1 Year

BA-116 ‘ 4.00

1b. ROP or High 2b. Course Name: Units: |3b. Length of Course:

School Course No(s) 1 Semester x__

2022 Business English Year

2012 Business Correspondence

4, Type of Course: R.OP. _x
College Prep.

Advanced Placement

6.  Prerequisites:

General

Corequisites:

5. Lecture/Lab

Lec. hrs. per week _10
Lab. hrs. per week

Advisory:

7.  Course Description: These courses will help students reinforce the language arts skills
through the use of application materials consisting of realistic office communications. Students
will gain confidence, improve their communication skills and demonstrate knowledge of
grammatical principles. Students will be required to use his or her judgment and make decisions
while preparing typical business communications. Students will become more effective writers by
showing how to enhance their basic style to meet the needs of the reader and the particular

situation.

2-+2 Course Ouiline Business English
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8. Student Performance Objectives: Please include performance objectives for the lecture and
laboratory components of the course. '

The student will:

o Comprehend the rules of punctuation for commas, dashes, hyphens, semicolons,
apostrophes, colons, and quotation marks

o Differentiate between words that sound alike but have different meanings (homonyms)

e Practice applying the rules for number usage

o Identify and practice the rules for capitalization

» Differentiate between and correctly use commonly misused words

o Utilize the correct personal pronoun

e Practice applying the rules for subject and verb agreement

o Identify communication from the perspective of the organization, the employee, and the
recipient |

¢ Employ good strategies for solving business problems

e Present ideés clearly, using concrete language

e Carefully format, edit, proofread, and revise documents

o Develop information management skills ‘

o Prepare form letters including: complete, variable, and guide. Write form paragraphs.

Create memos

9.  Course Content: Please include a detailed outline with subheadings and examples where

appropriate. If this course has a laboratory component, include a detailed outline with subheadings

for the topics covered in the lab and note major skills learned. Also include any culturally diverse

perspectives or technical tools offered in the course, If additional space is needed, attach on separate
paper. See Guidelines for Course Proposal Form for description of outline required.

Week Content for Business English

1 Style Guide
Chapter 1 — Commas
Chapter 2 — Commas (continued)

2 Chapter 3 —~ Commas (concluded)

Test — Chapters 1-3
Chapter 4 — Semicolons

2+2 Course Outline Buginess English 2 Jan-05



Week

2-3

2+2 Course Outling Business English

Chapter 5 - Apostrophes
Chapter 6 — Apostrophes (concluded)
Test — Chapters 4-6

Chapter 7 - Colons
Chapter 8 — Quotation Marks

Chapter 9 - Homonyms

Test — Chapter 7-9

Chapter 10 — Numbers

Chapter 11 — Numbers (concluded)
Chapter 12 — Capitalization

Test — Chapters 10-12

Chapter 13 — Capitalization (concluded)
Chapter 14 — Misused Words

Chapter 15 — Misused Words (concluded)

Test — Chapters 12-15

Chapter 16 — Troublesome Pronouns

Chapter 17 — Troublesome Pronouns (concluded)

Chapter 18 — Subject and Verb Agreement
Final

Content for Business Correspondence

Chapter 1 - Style Process and froduct
Chapter 2 - Ten Guides for Effective Writing
Chapter 3 — Positive Letters and Memos
Chapter 4 — Negative Letters and Memos
Chapter 5 — Persuasive Letters and Memos
Chapter 6-7 — Lettets, Memos, Form Letters
Chapter 8 — Collaborative and Team Writing

Chapter 9 — Goodwill and Personal Business Messages

3 Jan-05



10. Methods of Evaluation or Measurement of Student Achievement:

A.  Written Assignments: 20% ) (approximate % of grade) _
___ Essay Exam(s) Writing Assignments are NOT

___ Term or Other Paper(s) appropriate because course is:
___Journaling ___ Primarily Computational or Non-
___Lab Report(s) Computational Problem Solving
—__ Written Homework __ Primarily Skill Demo
___Reading Report(s) __x Other Attendance
____Project(s)

___ Portfolio

. Other (specify)

B. Comp/Non Comp/Prob - C. Skill Demonstrations D. Objective Exams

Solving

(approx 80% ) (approx _ %) . (approx __%)
_x_ Exam(s) ___ Class Performance(s) . __ Multiple Choice
_ Quizzes ___Field Work ___True/False
x_ Homework .. Performance Exams ___Matching
___Lab Report(s) ___ Other (specify) ___ Completion
___Field Work ___ Other (specify)
___ Other (specify)

11.  Ohlone College Credit by Examination: '
The following method(s) of evaluation, listed above, will be utilized for the purpose of
Oblone College “Credit by Examination™:

Exams and Homework

12.  Student Materials-Means of Achieving Objectives:
Text: Reiff, Rosanne, Communication Skills for the Processing of Words, 4" Edition, New York
City: Southwestern Educational Publishing; 1997

Supplemental Text:

Special Materials: (Describe and indicate approximate cost.)

13. Methods of Instruction: Check all that apply.
a.  Traditional Classroom X
b.  Self-Paced
c.  Technology-Mediated
d.  Other:

242 Course Qutline Business English 4 Jan-05



Prepared by: m (e jum m Date: & & - a5
d (/ '
Revised by: - Date:

Instructional Manager Approval: _;_‘M Date: _ 2-/~O 37
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Ohlone College
Ohlone Community College District

Articulation Agreement

Ohlone College and Mission Valley ROP agree to articulate the following courses:

High School/ROP course(s):

Business Math - 2112

Ohlone College course(s):

BA 123 Math for Accounting and Business

In order to be eligible for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agreed to by the
faculties of both institutions at an “A” or “B” grade level.

High School Faculty
[Mdrdace 77‘\4/, e,

print narhe

sxgnatu%ijwr \déﬂlzjo 5 o @S

Dlstnct Administrator/Site Principal

/ “z Q‘W b

A uculatmn Coordmat

i”fmm ra

s SIS

College Faculty '
Vern Brumaers

print name

signature date

Y j22008

Ohl/l{))e College Division Dean

Wa., + ik e.ﬂeét/L\«(
VI/FZ"‘W 5/7%75/

signature date

Ohlone Vice President, Instruction”

Thwes, uflll H-{

print name

s -05

signature s date./



OHLONE COLLEGE

2+2+2
REQUEST FOR ARTICULATION

HIGH SCHOOL/ROP DISTRICT ORIGINATING REQUEST:

Name of high school/ROP district: Fremont Unified School District
Contact Person: Margie Trujillo

Address: 40230 Laiolo Road, Fremont, CA 94538

Phone: (510) 651-4540 Contact Hours: 8:00 - 3:00

HiGH SCHOOL/ROP COURSE SUBMITTED FOR ARTICULATION:
Course No.: 2112

High school/ROP course title: Business Math
*Submitting district will include completed Course Outline (form/disk to be provided by Ohlone College)

PROPOSED ARTICULATED OHLONE COLLEGE COURSE:
Dept. & Course No.: BA-123

College course title: Math for Accounting and Business

For Ohlone College use only
Date of receipt of request by Office of Instruction:

Date of submission to Division Dean:

Date of submission to Instructor:

Division Dean’s Name: :Date:
Action by Division Dean:

(if request is disapproved, complete Articulation Denial form and distribute to all parties)

Instructor’s Name: Date:
Action by Instructor:

If request is approved, the Division Dean will complete an Articulation Agreement form, obtain
approval signatures, and forward all documents (including high school/ROP and Ohlone College
course outlines) for processing and distribution.

Date:

Please send completed request and course outline to Susan Myers, Career Prep Program, Ohlone College, 43600
Mission Blvd., Fremont, CA. 94539-0390

2+2+2 Request Business Math 1-Apr-05



OHLONE COLLEGE
CAREER PREP

COURSE OUTLINE

with

Mission Valley ROP

Name of R.O.P. or High School District

la. Ohlone College 2a. Course Name: Units: |3a. Length of Course:
Course No(s) 1 Semester_
Math for Accounting and Business 1 Year
BA-123 : 3.00
1b. ROP or High 2b. Course Name: Units: |3b. Length of Course:
School Course No(s) 1 Semester_9 weeks
Business Math Year
2112
4. Typeof Course: R.OP. x 5. Lecture/Lab
College Prep. Lec. hrs. per week _10
Advanced Placement Lab. hrs. per week
General
6. Prerequisites: Corequisites: Advisory:

7.  Course Description: This course provides students with math skills needed for business and
personal applications. Students will review fundamental math skills while building confidence in
solving mathematical problems. Students will also learn how to use a calculator and ten-key by

touch. This course will meet for ten hours a week for nine weeks.

2+2 Course OQutline Business Math

Apr-05




8.  Student Performance Objectives: Please include performance objectives for the lecture and
laboratory components of the course.

The student will understand the applications of mathematics skills. Students will be able to apply
estimation, measurement, and calculation skills to business applications, including the following:

Whole numbers, decimals, fractions, percents, ratios, averages, and proportions
Units of measurement (currency) and time (days, months)

Use data within tables, charts, and graphs

Analyze and interpret data using common statistical procedures

9.  Course Content: Please include a detailed outline with subheadings and examples where
appropriate. If this course has a laboratory component, include a detailed outline with subheadings
for the topics covered in the lab and note major skills learned. Also include any culturally diverse
perspectives or technical tools offered in the course. If additional space is needed, attach on separate
paper. See Guidelines for Course Proposal Form for description of outline required.

Gross Pay

A. Calculate gross pay for hourly-rate and salaried employees

B. Calculate simple averages, averages from grouped data, and find the unknown item in a set of
data.

C. Compute regular and overtime pay rates. -

D. Calculate straight and graduated commission earnings, commission earnings based on quota
and find the rate of commission.

E. Calculate gross pay for piece-rate employees, for per diem employees, and for tip employees.

Net Pay

A. TFind federal withholding tax, social security, and Medicare tax deductions. Calculate total
deductions and net pay _

B. Find total job benefits, net job benefits, and compare them.

C. Calculate adjusted gross income and taxable income. Calculate the income tax due and the
refund for single dependents. -

D. Calculate state and city income taxes using a flat tax rate and a graduated tax rate table.

E. Xeep a cash receipts record and a columnar cash payments record.

Banking Services

A. Prepare a deposit slip and record entries in a check register.

B. Reconcile a bank statement and correct a check register.

C. Reconcile a checking account with outstanding transactions and other errors.

D. Calculate simple interest and compound interest on savings deposits, using a compound

interest table.

Calculate interest earned on special savings accounts, the penalty for early withdrawals from
CD accounts, and the effective rate of interest. Compare the interest earned on savings
accounts,

=

2+2 Course Outline Business Math 2 Apr-05



Loans

A
B.

Promissory Notes
Discounted Promissory Notes

Own a Home

A. Borrowing to Buy a Home
B. Renting or Owning a Home
C. Property Tax

D. Property Insurance
Annuities

Present Value

Manage People and Inventory

moow »

=

Calculate the cost of employment advertising, hiring an employee, and outside agency
recruitment.

Calculate cost-of- living adjustments (COLA), bonuses, and profit sharing,

Calculate cost of full-time and part-time employees.

Calculate inventory balances and the stock reorder point.

Calculate inventory value on FIFO and LIFO basis. Calculate inventory value on weighted
average basis.

Find the ordering costs and the carrying costs of inventory.

Business Costs

HO QWp

Calculate prime cost and total manufacturing costs. Distribute factory expenses to units.
Calculate the break-even point for a product in units and in sales dollars.

Calculate depreciation using declining-balance, sum-of-the-years-digits, and modified
accelerated cost recovery system methods. Calculate shipping and freight charges.
Calculate the costs of office space and the cost of a-unit of office work.

Calculate mileage reimbursement and business travel expenses.

Sales and Marketing

A.

B.
C.
D

Complete a cash proof form. Calculate sales invoice and credit memo totals. Calculate a
customer account balance.

Calculate cash and trade discount, cash and invoice price. Calculate the rate of discount.
Calculate the invoice price for a series of discounts. Calculate the single discount equivalent to
a series of discounts. ‘

Calculate cost and selling price when markup is based on selling price. Calculate the rate of
markup based on cost. Calculate markdown and selling price.

2+2 Course Outline Business Math 3 Apr-05



10. Methods of Evaluation or Measurement of Student Achievement;:

A. Written Assignments: 20% ) (approximate % of grade)

___Essay Exam(s) Writing Assignments are NOT

__ Term or Other Paper(s) appropriate because course is:
____Journaling __ Primarily Computational or Non-
. Lab Report(s) Computational Problem Solving
___Written Homework ___ Primarily Skill Demo
___Reading Report(s) __x _Other Attendance
___Project(s)

___ Portfolio

___ Other (specify)

B. Comp/Non Comp/Preb -  C. Skill Demonstrations D. Objective Exams

Solving

(approx 80%) (approx %) (approx __ %)
_%_Exam(s) ___ Class Performance(s) — Multiple Choice
— Quizzes ___Field Work ___True/False
___Homework ___Performance Exams ___Matching
___Lab Report(s) ___ Other (specify) __ Completion
___Field Work ___ Other (specify)
____ Other (specify)

11.  Ohlone College Credit by Examination:
The following method(s) of evaluation, listed above, will be utilized for the purpose of
Ohlone College “Credit by Examination™:

Course Examination

12. Student Materials-Means of Achieving Objectives:
Text: Schultheis, Robert A. and Kaczmarski, Raymond M., Business Math, 15" Edition, Ohio:
Southwestern Educational Publishing, 2003

13.  Methods of Instruction: Check all that apply.
a.  Traditional Classroom , X
b.  Self-Paced
¢. Technology-Mediated

d. Other:
Prepared by: | Date:
Revised by: ' Date:
Instructional Manager Approval: Date:

2+2 Course Outline Business Math 4 Apr-05



. Ohlene College
Ohlone Community College District

Articulation Agreemeht ‘
 Ohlone College and Mission Valley ROP agree to articulate the following courses:

High School/ROP course(s):
S ' Merchandising/Marketing
Ohlone College course(s): :

' BA 126 Introductlon to Marketing (3 units)

In o1de1 to be ehglble for Careel P1ep college cr edit, student must demonstlate mastery
of the competencles and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agr eed to by the
facultles of both institutions at an “A” or “B” glade level. '

ngh School Faculty ‘ ‘ College Faculty

. ‘L/lé(;t, K()_J'(/I’YM«W\/ B d VI \% /60/71’

/ , | o pr 1111"?91319.%__.
: [-1(-03
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date ’ : " “Signature _date”™
iistrator/Site Prj c.ipal Ohlone C oll ge Division Dean
' : print name
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Tenathre date - sxgna\f"e U

‘District A_rticulation Coor.dinator ' ' Ohlone Vice President, Educational
Services <

. p—— g

Alyssa '«.,L////Q/U . J i ele of T

print narde print name ' _ - , V'
ﬁ&/&gﬁ @1/16/7 ///(ﬂ/&:v o mw( 1123 /03
Lsfgnatuxe dale | sxgnatuu{\j”da&




OHLONE COLLEGE

CAREER PREP

 COURSE OUTLINE

with
Mission Valley ROP

la. Ohlene College 2a. Course Name: Units: | 3a. Zength of Course:
| Course No(s) : 1 Semester -~ _ x

: I 1 Year o

BA 126 Introduction to Marketing 3 Other (specify)
1b. ROP oriHigh » 2b. - Course Name: Units: | 3b. _Length‘of' Course:

Scheol Course No(s) i 1 Semester _x

o - . 1 Year -

TMMA ‘Merchandising/Marketing 1-15 Other (specify)

: ‘ : : , variable : :

ROP. _x

5. Lecture/Lab

4, Type of Course:
. College Prep. Lec. brs. per week _5_
Advanced Placement Lab. hrs. per week ____
General Co-op hrs per weeks 8-10
6.  Prerequisites: Corequisites: Advisory:
None None

Age 16 + for ROP

7. Course Descnptlon.

“make better-informed consumer purchases.

per year.

242 Course Outline template 12-02 R2

Students completmg the Merchandlsmg/Marketmg Program will have
developed skills for an entry-level position in the marketing field or for further instruction
leading to a career in business. Through classroom instruction, students will be able to apply -
ten-core competencies of marketing to actual job situations and will acquire the knowledge to
Through DECA (An Association of Marketing
Students), members will gain skills to enhance their self-confidence and business opportunities
by participating in career development conferences. They will acquire leadership, computer and
communication skills to assist them is being responsible young adults in their community and in
the workforce. Students who are employed by local merchants can earn up to 30 units of credit

-+ Jan-03



8. Student Performance Objectives: Please mclude performance objectives for the lecture and
aboratory components of the course.

The student will: (see course outline)

9. Course Content: Please include a detailed outline with subheadings and examples. where
appropriate. If this course has a laboratory component, include a detailed outline with
subheadings for the topics covered in the lab and note major skills learned. Also include any
culturally diverse perspectives or technical tools offered in the course. If additional space is
needed, attach on separate paper. ‘See Guidelines for Course Proposal Form for descmptwn
of outline requnred (see course outline)

. 242 Course Outline template 12-02 R2 ) 7 - 2 ' . Jan-03



10. Methods of Evaluation or Measurement of ,StudenAt Achievement:

A. Written Assigninents: 50% (approximate % of grade)

__ Essay Exam(s) _ Writing Assignments are NOT
___Term or Other Paper(s) appropriate because course is:
____Journaling ' . — Primarily Computational or Non-~
___LabReport(s) - Computational Problem Solving
_x_Written Homework ___ Primarily Skill Demo
___Reading Report(s) ___Other "

_x_Project(s)

_x Portfolio

Other (specify)

B. Conip/Non Comp/Prob. =~ C. Skill Demonstrations D. Obiective Exams

Solving . ,
(approx __20 %) - (approx __20%) ' (approx _10.%)

. Exam(s) _ _x  Class Performance(s) _x_Multiple Choice

_x_ Quizzes _x_Field Work . _x_TruefFalse -

_x_Homework " . ___ Performance Exams _x_Matching

___ Lab Report(s) __x_Other (specify) __ Completion

_x_ Field Work : ~ Oral presentations using ~ ___ Other (specify)

__ Other (specify) ~technology-

242 Course Outline template 12-02 R2 o 3 Fan03



11.  Ohlone College Credit by Exammatlon -
The following ‘method(s) of evaluation, hsted above, will be ut1hzed for the purpose of

Ohlone College “Crecht by Examination”

Written homework project based and team assignments, ob]ectwe testing, and research
base prolects

12. Student Materxals-Means of Achieving Objectives:
Text: Marketxng Essentials by Glencoe, McGraw Hill 2002 addltlon

Sup_plemental Text: Marketmg Essentlals Workbook
Spec;al Materials: (Describe and indicate approximate cost.)

13. Methods of Instruction: Check all that apply

a Trad1t10na1 Classroom ~ X
b,  Self-Paced | -
- ¢ Technology-Mediated . _ X

d.  Other: Co-op and Community Classroom - Student receive on the job training at work
sites related to the class. In addltlon, student may attend (DECA) Career Development '

Conferences.

Prepared by: Sara Crowder Ctnn C/V"’WJ/V ____ Date: |2/)q C?C{

Revised by: Lisa Ketchum % ‘/f ZMZ’A\ Date: [ / [ / 03
Instructional Manager Approvak:___ ﬂ/é/‘/’lgfﬂ* %WUL Date: 9 "'l 8 ] 7) :

2+2 Course Outline template 12-02R2 ' _ 4 Jan-03
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..

Vi.

Vil.

Merchandrsmg/Marketmg
Curriculum

: Instructional Hrs.
THE STUDENT WILL BE ABLE TO: : c ceC

Orientation and Work Ethic ~ ' o 10 2

TeMMUowWp

EmploymentSk;lls : ' 13 2

TIOMmMUOmP

A,
B.
C.

Apply classroom pracedures
Complete program forms
Comply with Coop guidelines and expectatmns

Prepare Student Coop File

Anticipate employer evaluation procedure

Discuss work ethics and habits

Compile a listing of successful work qualities
Comprehend DECA competitive events, leadership roles
and structure of the organization

Prepare work ethics report from 4 interviews

Locate sources for employment needs

Complete a job application

Prepare a professional resume '
Demonstrate appropriate interviewing techmques
Recognize applicable labor laws

List common employee benefits

_Complete regular hiring documents

Explain sexual harassment guideline

: _.Demonstrate workplace ethics

ashiering o o 9 0

Complete a sales transaction

Demonstrate secure cashiering techniques
Prepare a monthly budget

Complete several paycheck preparatlon methods
Identlfy major credit card standards

'Explain external loss risks and prevention

Explain internal loss risks and prevention
List common shrinkage causes
Describe  workplace safety issues -

s

sustomer Servuce ' 10 32

Identify paid and unpaid busmess services

Complete business comparison report

Describe the purpose and procedures of secret
shoppers ,
List various business incentives offered to employees

27 70

‘Identify various customer types
- Demonstrate product knowledge
-Perform the seven step selling process

Practice application of skills by role-play
Describe the importance of sales product:vuty

Economics ' 01 7
- Compare the three basic economic systems

ldentify the benefits/challenges of free enterprise
Explam trade cycles and the mﬂuences

CVE
2

48

43

110



Vill.

IX.

Xl

Xil.

Xiit,

XIV.

XL

D. Determihe the measurement techniques for systems

Business Systems 5 3
A. Compare the three forms of business ownership
B. Report the pros/cons of franchises
C. Discuss entrepreneurship risks and benefits
" Business Functions : » 5 3
A. Explain the purpose/role of manufacturing
B. Discuss the role of marketing
c. Identify management responsibilities
D Differentiate various operational functions

Debate business. ethics/responsibilities
List financial concerns and duties-

E
F
Communications ’ o 10 33
A. -Demonstrate appropriate telephone skills

B Practice oral presentations

Cc Complete reports within proper written structure

D. Perform good classroom listening skills

E. Compare body language messages and results

F. - Demonstrate appropriate use of Internet ‘

M

A

B

C

D

arketing o : - 10 7
. Explain the importance of market research - ‘
Present examples of market segmentation
" . Discuss how businesses use targeting principles
Identify the 4P’s structure ' ,
Describe the concept of marketing promotion mix

E
Advertising and Visual Display _ 7 18 12
A. ' Discuss company use of publicity ' -

Create a sales promotion plan

Explain advertising design techniques

List and compare media costs o _

Report the pros and cons for primary media methods

Demonstrate a display for visual merchandising

B

c

D

E

F

Merchandise Operations , .26 33
A Present and describe the wholesale trade :
B. Discuss the channels of distribution -

c List various methods of transportation for shipping

D _Compare costs of various shipping methods :
E Discuss receiving procedures and documents

F Relate marking techniques to security- management
G Explain inventory control procedures ~

H List the merchandising role in business and sale

1 Describe buying at wholesale and retail level

J Compare pricing methods to financial policies

Career Study ' - ' 12 3
A. Research several career options and report findings

B Complete a self-assessment based upon career choice

Cc

Prepare and present a career portfolio ag the final exam

Human Relations 9 43

A. Demonstrate proper teamwork based performance
B. Discuss good interpersonal relations for employment
C. Show appropriate personal skills for success

WORKPLACE BASIC SKILLS AND BEHAVIORS (INTEGRATED

THROUGHTOUT COURSE)

60

10

50

65



A, Applies Skills learned in class
B Analyzes information and makes decisions
C. Communicates verbally and in writing 7
D. Works independently and as a team member in a diverse workplace
E. Works reliably, responsibly, and ethically

AL EMPLOYMENT SKILLS (INFUSED THROUGHOUT COURSE)

A. Develops a plan to achieve career goals
B. Uses effective job search strategies
C.Demonstrates an awareness of the importance of lifelong learning

XII..Gen

CrIQ MEUawp

eral Work place and SCANS Skills (Infused throughout course)
Reads : :

-Writes .

Performs‘mathematics

Listens '

Speaks. , a )

Thinks carefillly, cognitively, independently while applying research and
performance skills , o
Thinks creatively

Makes decisions

Solves problems . ' o

Learns and reasons well with knowledge gained from evidence and research.

- TOTAL HOURS ¢ CC  CVE
| : 180 270 450 -



- Ohlone College
- Ohlone Community College District

Articulation Agreement
~ Ohlone College and Mission Valley ROP agreé to articulate the folloWing courses:

High,School/ROP course(s): _ ‘
' TV Broadcasting Technology

Ohlone College cou1se(s)
BRDC 141 Live TV. Newscqst @3 units)

In order to be eligible for Career»Prep college crecht, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agreed to by the
faculties of both institutions.at an “A” or “B” grade level. '

ngh School Faculty o , College Faculty L
Cu)r"\.u s Lo, D eniSay A (u.»y /( ‘V[\
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‘signature “\'Zj/dats 4 _ blgnatulc v
District Articulation Coordinator : : ' Ohlone Vice Pr esndent, Educatlonal
, Services
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OHLONE COLLEGE
CAREER PREP
COURSE_OUTLINE
with
__%Mission .Valley ROP_

Name of R.O;P. or High School District

1a. Ohlone College: 2a. Course Name: | Units: |3a. Length of Course:
| Course No(s) ‘ ; o 1 Semester  _x
BRDC 141 - | Live TV Newscast . 3 1 Year . .
: ~ ' ’ - Other (specify)
1b. ROP or High - | 2b. C‘oursé Name; A | Units: | 3b. Length of Course:
School Course No(s) | TV Broadcasting Technology 20 1 Semester =~ ___
TABB , 1 Year X
: ' i Other (specify)
4, Type of Course: R.O.P'. X 5. Lectare/Lab ,
: - College Prep. Lec. hrs. per week _7.5
Advanced Placement ) r , Lab. hrs, per week _2.5
General v
6.  Prerequisites: : Corequisites: : Advisory:

None - - None - General knowledge of VCR &
: S ' camera operation

7. . Course Description: ‘This course, Television Broadcast Technology, is designed to provide students .
“with an opportunity to learn all aspects of television production at the Newark Community Access Facility
through a cooperative effort of AT&T / TCI and Mission Valley Regional Occupational Program. Students
participating in this course will become proficient in the use of studio equipment while in a class room setting in
addition to the hands on experience during our daily live television production, which will be supervised by
industry professionals. This experience and training will allow the students to gain the experience necessary for a
potential career in the television broadcasting industry. |

Cﬁnis Ohlane o : i : May-03



8. Student Performance Objectives: Please include performance objectives for the lecture and '
laboratory components of the course.

 The student will: (see attached outline)

9.Course Content: Please include a detailed outline with subheadings and examples where

appropriate. If this course has a laboratory component, include a detailed outline with
 subheadings for the topics covered in the lab and note major skills learned. Also include any
culturally diverse perspectives or technical tools offered in the course. If additional space is

needed, attach on separate paper. See Guidelines for Course Proposal Form for description
of outline required. : | ; :

(See attached ouﬂine)

Curlis Ohlone . " N ’ 2

Jan03



10. Methods of Evaluation or Measurement of Student Achievement:

‘A, Written Assign'ments: 30% (approximate % of grade)

x__Bssay Exam(s) Writing Assignments are NOT
x__Term or Other Paper(s) © appropriate because course is:
x___Journaling , ___- Primarily Computational or Non-
___Lab Report(s) Computational Problem Solving
x__ Written Homework ___ Primarily Skill Demo '
x___ Reading Repori(s) ____Other
x__ Project(s) -
___ Portfolio
___ Other (specify)
B. Comp/Non Comp/Prob C. Skill Demonstrations D. Objective Exams
Solving ‘ ,
(approx 10%) (approx 50%) _ (approx _10.%)
x___Bxam(s) - - x__ Class Performance(s) x___ Multiple Choice
x__ Quizzes: - x__Field Work x__ True/False
x___Homework ' x___ Performance Exams . x__ Matching
___ Lab Report(s) ~ ___ Other (specify) x___ Completion
x__ Field Work x___ Other (specify)
___ Other (specify) o o : ~ {(videos) . -

Curtis Ohlone 3 i Etee . T3



11.  Ohlone College Credit by Examination:
The following method(s) of evaluation, listed above, will be utlhzed for the purpose of

Ohlone College “Credit by Examination™:

80% or above on all wutten a551gnments and ob;ectlve exams and recommendatlon of

instructor

12. Stadent Materials-Means of Achieving Objectives:
Text: Television Production Instructor Herb Zettle form San Francisco State Umversﬂ;y

Supplemental Text:

Special Materials; (Describe and indicate approximate cost.) Videos

13. Methods of Instruction: Check all that apply.

>4

a. . Traditional Classroom
b.  Self-Paced N  50%
¢ Technology-Mediated

I

d. oOther: Hands on Projects

Prepared by:Curtis Denisar

_ Date: ,/,22””?

Date: 1" 2242

Revised by Curtis Demsar

- Instructional Manager Approval Alyssa Lynch ‘uu ) Date: _1/22/03

Curtis Ohlone ) . 4

Jan-03



MISSION VALLEY T
REGIONAL OCCUPATIONAL PROGRAM

COURSE OUTLINE

COURSE TITLE: Television Broadcast Technology

. CBEDS TITLE: - Broadcast Technology

CBEDS CODE: 5770

JOB TITLES/DOT CODES;

‘Entry Level Employment (High School

Audio Engineer

Assistant Camera Operator 143 062-010
Editor - 131.267-022
Playback Operator

Production Assistant 962.611.014

SAMPLE CAREER LADDER OPTIONS:
Technical Level (Community college/Technical School/Graduate)

Second Assistant

Camera -  143.062-022
Sound Apprentice 962.281-010
Still Photographer 143.062-022
Titles Artist 141.061-022
Production Assistant ~ 962.611-014

Professwnal Level (Four Year Umvers:tv) :

~ Art Director

Casting Director

Director
Editor
Screen writer

142.061-062
1 159.267-010
159.167-014
131.262-022
131.067-050.



COURSE DESCRIPTION:

This course, Television Broadcast Technology, is designed to provide students w1th an
opportunity to learn all aspects of television production at the Newark Community Access ,
Facility through a cooperative effort of AT&T / TCI and Mission Valley Regional Occupational
Program. ‘Students participating in this course will become proficient in the use of studio
equipment while in a class room setting in addition to the hands on experience during our daily
live television production, which will be superv1sed by industry professionals. This expenence
and training will allow the students to gain the experience necessary for a potential career in the
television broadecasting industry.

HOURS: 1 Semester=90 hrs. 1 year = 360 hrs, 2 years = 720 hrs
PREREQUISITES:’ ‘General knowledge of video is recommended
DATE OF COURSE CREATIO’N/REWSION: January 2003
: ARTICULATED COLLEGE CREDIT: Ohlone Commumty College
’ ACADEMIC CREDIT: UC ELECTIVE G
- SPECIAL CERTI[‘ICATES OR CERTIFICATIONS (Optmnal)
Students who satisfactorily complete the Television Broadcast Technology class will receive a
- certificate of completion from the Regional Occupational Program. In addition, any students
- who have demonstrated exceptional ability beyond the scope of the class may be eligible for

consideration as a recipient of the ROP Student of the Year Award. in a ceremony before his
parents, teachers and peers '



COURSE OUTLINE

TELEVISION BROADCAST TECHNOLOGY
The Student will be exposed to ideas and concepts, which will enable him/her to
become proficient in each of the preceding categories as follow:

Instmctional Hirs. -
Class __Lab CVE

L kOrienftation ' 10 ‘5 5

1.1 Familiar with Station Pelicy ,
1.2 Grading System/ Aitendance Policy
1.3 High Self Expectations

1.4 Self motivation o

1.5 Respect for Each Other

2.0 Introduction To Television 15.0 - 5.0 -5
2.1 Knowledge Of All Positions '
2.2 Build Competency =~
2.3 ‘Requirements For Job Performance
2.4 Understanding of Use Of Equipment

3.0 Producing The News Show : 15.0 . 5.0 5
3.1 Competently Collect And Disseminate News '
3.2 Knowledgeable at Ali Positions
3.3 Able To Use All Equipment
3.4 Respect For Instructors Reasoning

4.0 Classroom Safety 15.0 - - 5.0 5
: 4.1  Safely Evacuating The Premises -
4.2 Competent With Fire Safety
4.3 Knowledgeable With First Aid
4.4  Able To Recognize Health Hazards ;
4.5 Identlfy Potential Conflicts With Students

50  On Anr Talent : o 15.0 50 5
- 5.1 Building Confidence With Ability ' ‘
5.2 Looking Professional - »
5.3 ‘Good Command Of English Language
5.4 Public Speaking _
5.5 Tel-e-Prompter Knowledge
5.6 Being Prepared For a Live Production



6.0

7.0

8.0

9.0

10.0

11.0

12.0

13.0

Cameras ' - 15.0 5.0
6.1 Knowledgeable About Camera History '
6.2 Familiarization With Camera Operation
6.3 Competent With Identification Of Components
6. 4 Qualiﬁed To Operate Camera

Audio Engmeermg 15. 5.
7.1 Knowledgeable About Sound ’
7.2 How Microphones Work

7.3 Fully Competent With Operation

7.4 Capable Of Operating Mixing Board

7.5 Self Confident With Regard To Operation

Editing B ~ 154.0 5.0
8.1 How Editing Works S
8.2 Feeling Competent With The Editor -

8.3 Capable Of Identifying Components
‘8.4 Ability To Operate Equipment Without Direction

nghtmg : 20.0 5.0
9.1 Familiar With Hlstory Of nghtmg ' :
9.2 Ability To Light To Perfection
9.3 Capable Of Using Special Effects
9.4 Knowledge Of Lighting Components
9.5 Able To Set Up With No Direction

Graphics ' 15.0 5.0
10.1 How Graphics Relate To Video = '
10.2 Learning The Proper Procedure
10.3 Capable Of Creating Text
10.4 Professions In Graphics

Switcher _ N 15.0 5.0
11.1 Purpose Of The Switcher - '
11.2° Learning The Correct Procedure
113 Informed About Chroma Key
11.4 Becomlng An Asset To Your Profession

‘Connectors ’ 15.0 5.0
12.1 Knowledgeable About Concept

-12.2  Able To Identify All Types
12.3  Applying What You Have Learned

- 12.4 Competent With Al Applications

Story Boarding 15.0 5.0
13.1 Reasonmg For Story Boardmg ‘



13.2 Application To Story Boarding
13.3 Proper Procedure
13.4 Applying What You Have Learned

140 . Public Service Announcements 200 50 5
14.1 What Is A Public Service Announcement ' '
14.2 How To Write A Public Service Announcement
14.3 Applying What You Have Léarned
14.4 How To Identify Your Audience

15.0 Remote Production : - 150 5.0 5
15.1 What’s Involved With Remote Production :
15.2 Solving ProblemsIn The Field
- 15.3 Use Light To Your Advantage
15.4 Apply Audic To Enhance Production
15.5 Prepare For Your Remote Production

16.0 Projects =~ o 15.0 5.0 5
' - 16,1 Being Creative . :
16.2 What Is Appropuate For A Pro;ect
16.3 -Able To Meet Dead Lines
16.4 Capable Of Taking Criticismi

17.0 Resume ' 10.0 50 0
17.1 Why You Need A Resume ‘ '
17.2 Components Of A Resume
17.3 Knowing How To Create A Resume
17.4 Why You Need A Cover Letter -

180 Job Interview 15,0 50 0
. 18.1 How To Be Prepared For A Job Interview :
18.2 Knowing What To Wear To An Interview
18.3 Feeling Confident
18.4 Being Prepared For Rejection

19.0 Cover Letters . 10.0. 56 0
19.1 Necessity Of A Cover Letter ' ' '
19.2 Confident To Write A Letter
19.3 Practicing With Mock Interviews
19.4 Applying What You Have Learned
19.5 Cenfident With Your Ability

20.0 WORKPLACE BASIC SKILLS AND BEHAVIORS (INTEGRATED
THROUGHTOUT COURSE) 15 . 20 20
A. Applies Skills learned-in class .
B Analyzes information and makes decisions .



C. Communicates verbally and in writing
D. Works independently and as a team member in a diverse workplace

- E. Works reliably, responsibly, and ethically

21.0.EMPLOYMENT SKILLS (INFUSED THROUGHOUT COURSE)

A. Develops a plan to achieve career goals
B. Uses effective job search strategies '
C 'Demonstrates an awareness of the importance of lifelong learning

22.0 General Work place and SCANS Skills - (Infused throughout
course)’

“Hﬂ@m@b@@»

Reads

Writes ’
Performs mathematics
Listens

~ Speaks

Thinks carefully, cognitively, mdependenﬂy Wh]le applying
Research and pezfonnance skills

. Thinks creatively

Makes decisions

Solves problems
‘Learns and reasons well with knowledge gained from ev1dence
“and research.

TOTAL HOURS: | | 360 115 100



‘Camera’s
~ Ability to identify, assemble, and use to your benefit to enhance your productlon

Audio :
Familiar with the theory of sound and how best to use to the knowledge to your
benefit to acquire the sound quality desired.

Graphics
How best to use the machmes capablhtles to create and build text for programs

Producing News :
How to competently collect and disseminate news that will appease the vnewmg
audiences need to instant gratification.

Classroom Safety
Bemg prepared for any situation that may arise during class.

Editing :
Combining your knowledge of cameras, audio, graphms to bring your story to life in
_the form of a sequential story on video tape. :

Connectors - o
The ability to ldentxfy and select the appr oprlate connector in a variety of situations.

Lighting
‘The ability to bring a desired feeling of atmosphere to life with the use of various
llghts, gels and sources. .

Writing -
Bring your pre-conceived ideas to life through the use of computers or paper

Job readiness

Preparing one for a career with the transfer knowledge by usmg resumes,
interviews and writing sknlls :



‘Ohlone Collegé
Ohlone Community College District

Articulation Agreement
Ohlone College and Mission Valley ROP agree to articulate the folloWing courses:

High School/ROP course(s): , "
. ' - Television Journalism

Ohlone College course(s):
BRDC 141 Live TV Newscast (3 units)

In order to be eiigible for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully

complete the credit by examination component mutually 1dent1ﬁed and agreed to by the
faculties of both institutions at an “A” or “B” grade level. :

High School Faculty : ' ’ College Facuity

Teol Mot BN 4 7 k/a/

print name / N ‘ _ print name 4
2 P . 7 f (:7 W | ?/% f
i 51guature / / date / ’ ‘
Ohlone Co lege Division Dean

flntnmne »é{//é/%’ lgyl/‘kﬁﬁxé /
(A /5 /ézﬂ/u/z/

| signature - . date «57 = W)
District Articulation Coordinator . Ohlone Vice President, Educational
: - Services
o Vﬁ%/ /J/ /’)L/Q T MRt T
prmt name o e .

| Q/m%/ lh. =223

nature




OHLONE COLLEGE
CAREER PREP -

COURSE OUTLINE

with
Mission Valley ROP

Name of R.O.P. or High School District

la. Obhlone College 2a.

Course Name: ‘ : Units: |3a. Length of Course:
Course No(s) - - K 1 Semester . _x__
‘ | Live TV Newscast 1 Year
BRDC 141 . 3

Other (specify)

Length of Course:

1b. ROPor High  |2b. Course Name: | Units: - | 3b.
School Course No(s) ' 1 Semester
| Television Journalism : 1 Year X
| TBJB ' . 10 Other (specify)
4. Type of Course: ROP, x 5. Lecture/Lab
College Prep. _Lec. hrs. per week _
“ Advanced Placement Lab. hrs. per week
General ‘
6. Prerequisites: Corequisites: Advisery:
. Advanced Video .

Beginning Video

7. Course Description: Students of Television Journalism will gain the knowledge, understanding,
and practical experience of producing television news productions. Participants will be assigned three
specific production positions during the 360-hour program in order to better familiarize the students with
the responsibilities of the positions. Theory and hands-on activities will include: the basic principles of
three-point lighting, camera videotaping techniques, teleprompting, script writing and editing, computer
graphics and animation, research, -videotape editing, and performance techniques. This course will
provide students with the necessary skills and information to continue their education in the field of
 television journalism at the community college level as well as the option of entry-level internships in
video related fields. A certificate of achievement will be awarded upon sat1sfactory completlon of all
course competenmes

" TV Journalism. ' . 1 . May-03



8.  Student Performance Objectives: Please include performance objectives for the lecture and
laboratory components of the course.

The student will:
A. Orientation Unit ’
‘ Gain an understanding of the many ﬁelds within the TV Journalism profession while taking
2. field trips and job shadowing.
3: Understand the rules and regulations' in the student handbook.
4. Understand the importance of attendance and how their work will be evaluated and the
5. grading methods used.
6. ‘Know the importance of work ethlcs and safety procedures.
7
8.
.Ca

it

. Appreciate the nieed to dress properly for the work that they'll be doing.

areer Opportumtles

1. Name and describe the different professional fields within TV Journalism.

2. Understand the educational réquirements and employment trends of a particular field. .
3. Know the duties and responsibilities of a particular field. ;

4. Gain an understandmg of what the employment trends are in Television J ournalism.

Students will be able to:
C.'Components of Audio/Video Equipment

Name the parts and functions of the video camera.
Operate a studio camera and location camcorder.
Demonstrate various camera shooting techniques.
Operate a special effects generator.

(Gain an understandmg of the meanings behind certain transition effects.
Operate an audio mixer board.

Operate audio production software on a computer. _

- Operate computer graphics programs for use in titling and generation' of backgrounds.
Operate and import text into a computer teleprompting system for use by talent.

10, Gain an understanding of the various video cassette formats in use today

11. Operate a video cassette recorder.

12, Understand the different types of microphones in use.

13. Properly place and use a microphone. '

14. Understand the benefits of the different microphone pick-up patterns

15. Operate a compact disc player. '

16. Use basic three-point lighting techniques while settmg lights on a set.

17. Recognize the differences between spot light and ﬂopdhghts

18. Use basic word processing programs while developing scripts

AP AN A el S

TV Journalism . ' yA ) . Jan-03



D. Production Positions & Responsibilities Students will be able to:

Understand the responsibilities of a:

9

R e N

Producer

. Director

Technical
Director
Researcher

- Anchor

Reporter
Writer
Videographer (Camera Operator)

‘Graphics Artist

- 10. Audio Director
11. Lighting Dlrectc_n
12. Editor

E Job Acqmsntmn Skills (Students will be able to:

1.

R -l

Utilize job search techniques. -

. Understand the need and importance of networking.
- Write an effective cover letter, '
Create a resume that represents the. skills they've received in this course,

Properly fill out a job application. .
Utilize job interview techniques.

. Understand the importance of proper appearance and grooming,

Use the above job acquisition skills while being interviewed for a produc‘uon position within this

course.

- F. Field -Lighting Technidues Student will be able to:

L
2.
3.

Properly use reflectors for bouncing light onto talent.
Select the proper filter for visual and lighting effect.
Use basic three-pomt hghtmg techmques

G. Script Wrmng

1.

2.
3.
4

Students will be able to: ‘
Understand the differences and benefits of various script formats
Use script writing software while developing their scripts.

. Utilize interviewing techniques while writing scripts and conducting interview

- TV Journatism ' 3

Jan-03



9.  Course Content: Please include a detailed outhne with subheadings and examples where
appropriate. If this course has a laboratory component include a detailed outline with subheadings
for the topics covered in the lab and note major skills learned. Also include any culturally diverse

perspectives or technical tools offered in the course. If additional space is needed, attach on separate

paper. See Guidelines for Course Proposal Form for description of outline required.

TV Journalistm . ) . 4

Jan-03



10. Methods of Evaluation or Measurement of Student Achieve'ment:

A.

B. Comp/Non Comp/Prob

TV Journalim

Written Assignments: 20 % (approximate % of grade)

x___ Essay Exam(s)

. Term or Other Paper(s)

___Journaling

___Lab Report(s)

—__ Written Homework
___Reading Repori(s)
___Project(s)
___Portfolio

__ Other (specify)

Solving

- (approx _20 %)
__Exam(s)
x . Quizzes
____Homework
__. Lab Report(s)
___Field Work
—_ Other (specify)

Writing Assignments are NOT

appropriate because course is:

___ Primarily Computational or Non-
Computational Problem Solving

___ Primarily Skill Demo

____Other

C. Skill Demonstrations

(approx 35 %)
x___ Class Performance(s)

x__ Field Work

__ Performance Exams
____ Other (specify)

D. Objective Exams

~ (appro20%) .
x___Multiple Choice
% True/False
___Matching
___ Completion
___ Other (specify)

Jan-03



11.  Ohlone College Credit by Examination:

The following method(s) of evaluation, listed above, will be utilized for the purpose of

Ohlone College “Credit by Examination”:

80% or better on written assignments & exams, and recommendation of instructor.

12.  Student Materials-Means of Achieving Objectives:
Text: www.cybercollege.com

Supplemental Text:

~ Special Materials: (Describe and indicate approximate cost.)

13, ‘Methodsof Instruction: Check all that apply.

* Traditional Classroom X

a
b. SelfPaced L 50%
¢. Technology-Mediated

d.  Other:

Prepared by: Jeff Martinez Date'January 22, 2003

Revised by: Jeff Martinez Date Jaryjy 22,2003

/i/éf?ﬂ / m%

Instructional Manager Approval

TV Joumnalism ' . -6

Date: //;3/53 |
/ / .

Jan-03
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Ohlone College
Ohlone Community College District

Articulation Agreement
Ohlone College and Mission Valley ROP ‘agree to articulate the following courses:

High School/ROP course(s): :
. Oftice Skills I (Keyboarding)

Ohlone College course(s):
CAOT 104 Basic Keyboarding (1 unit)

In order to be eligible for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agreed to by the

faculties of both institutions at an “A” or “B” grade level.’

High School Faculty _ ‘ College Faculty
/erec:c_"a_ Pellmer— SNM Lyohles
pl mt name : print name
gl e
0x I R PV WY
signature date J / sxgnatm ¢ _ date
Dlstnct?mlstra or/Ssz'rmcip'll Ohlone College Division Dean |,
Chrnighn @WM@WU‘TL |
print name printname
.-
Q/ 7203 Qi 13403
signatur 4: date
Distriet Articulation Comdmatm . Ohlone Vice President, Edueational
Services
CU V530 Lq no Tt WL d—
print nahe printaime

MJSML L\M(Jp Uiz @W

[=25-03

signatule date ’ S(W ~dlate

I



OHLONE COLLEGE
CAREER PREP

COURSE OUTLINE

with

MISSION VALLEY ROP

Name of R.O.P. or High School Distriet

la. Ohlone College 2a. Course Name: Units: | 3a. Length of Course:
Course No(s) Basic Keyboarding 1 Semester
: ’ 1 Year
CAOT 104 1
1b. ROP or High 2b. Course Name: Units: {3b. Length of Course:
School Course No(s) Office Skills I Quarter _x__
' 1 Year
TBMB/TBOB
4. Type of Course: ROP. _ X 5. Lecture/Lab
College Prep. Lec. hrs. per week
Advanced Placement ' Lab. hrs. per week __5__
General
6.  Prerequisites: Corequisites: Advisory:
None None None

7. Course Description:

A self-paced, introductory course in which a student learns or increases skill in keyboarding
on the computer.

2+2 Keyboarding January 2003 1 . Mar-02




8.  Student Performance Objectives: Please include performance objectives for the lecture and
laboratory components of the course. :

The student will:
a) Operate the keyboard by touch

b) Develop speed and accuracy
¢) Develop correct keyboarding techniques

d) Demonstrate speed and accuracy through timed writings

9. Course Content: Please include a detailed outline with subheadings and examples where
appropriate, Ifthis course has a laboratory component, include a detailed outline with subheadings
for the topics covered in the lab and note major skills learned. Also include any culturally diverse
perspectives or technical tools offered in the course. If additional space is needed, attach on separate
paper. See Guidelines for Course Proposal Form for description of outline required.

a) Learn alphabetic keys and punctuation keys
b) Review and skills drills

c¢) Learn number keys and symbols

d) Skill drills

e) One-minute timed writings

f) Five-minute timed writing

242 Keyboarding January 2003 2 Mar-02



10.  Methods of Evaluation or Measurement of Student Achievement:

- A, Written Assignments: % (approximate % of grade)

___ Essay Exam(s) Writing Assignments are NOT

___ Term or Other Paper(s) appropriate because course is:
___Journaling __ Primarily Computational or Non-
___Lab Report(s) Computational Problem Solving
__ Written Homework _Xx Primarily Skill Demo

_ Reading Repori(s) ___ Other

__ Project(s)

___ Portfolio

___ Other (specify)

B. Comp/Non Comp/Prob C. Skill Demonstrations D. Objective Exams

Solving

(approx %) (approx %) (approx %)
___Exam(s) _X Class Performance(s) ___Multiple Choice
_ Quizzes ___Field Work __ True/False
__ Homework __Performance Exams ___Matching
—_ Lab Report(s) ___ Other (specify) __ Completion
___ Field Work ___ Other (specify)
___ Other (specify)

11. " Outside of Class Assignments, Required Reading, Writing, and Other:
The students will be doing the following outside of class:
— Study
__Answer Questions
X Skill Practice
—_  Required Reading ,
__ Problem Solving Activity or Exercise
—  Written Work (essays/composition/report/analysis/research)
__ Journal (reaction and evaluation of class, done on a continuing basis throughout the
semester)
Observation of, or participation ‘in, an activity related to course content (e.g., play,
museum, concert, debate, meeting, etc.)
Other (specify)

242 Keyboarding January 2003 3 > : Mar-(2



12. Ohlone College Credit by Examination:
The following method(s) of evaluation, listed above, will be utilized for the purpose of
- Ohlone College “Credit by Examination™:

A =30+ wpm

B =25 wpm

13, Student Materials-Means of Achieving Objectives:

Text:

Graves, P., (Ed.), Century 21 Keyboarding & Information Processing, Sixth Edition.

Cincinnati: South-Western Educational Publishing, 2000.

Leam Typing Quick and Easy - software

Supplemental Text:

Cortez Peters” Championship Typing Drills, third edition. Boston: Glencoe-McGraw Hill

Special Materials: (Describe and indicate approximate cost.)

14.  Methods of Instruction: Check all that apply.
a.
b.

C.

Traditional Classroom
Self-Paced

Technology-Mediated
Other:

Prepared by: Rebecca Bellmer

Date: January 2003

Revised by: Rebecca Bellmer
Instructional Manager Approval: 7 7/ ZM&@ ﬁ«.@fd Date: January 2003

2+2 Keyboarding January 2003

Date: January 2003

Mar-02



OHLONE COLLEGE ' __ New

Fremont-Newark Community College District _x Revised
OFFICIAL COURSE OUTLINE
1. Discipline/Course #(1,2,3): CAOT 104 2. Units(6) __1 (variable unit second element)
Title (11,12): Basic Keyboarding (23) LecHrs____
(23)LabHrs_3
4. Cross Reference (19): 5. Sem Offered: FA _x SP x SU__ Asneeded
6.  Part of Program: ___CAOT (23)  Open Entry/Open Exit
8. Grading (25/28): GR Letter only 7. Repeat (25):__ 0 # Times; or ___ Units
CR  Credit/No-Creditonly __ x 9, Credit by Exam: Yes__ No_x
GC Optional (If yes, attach exam)
10.  Prerequisites (24); Coregquisites (24): Advisory (28);
11, Credit Course: (5,8, 18) X Non-Credit Course: (5, 8, 18)

(If Credit Course, complete all applicable éategories below.) (If Non-Credit Course, skip to #12.)

Associate Degree Course; (Please complete one.) (5)
X Associate Degree Applicable Course
——.  Non-Associate Degree Applicable Course

Transferable Course: (Please complete as appropriate.) (8, 18, 28)

Recommended  Articulation -
Articulation  Completed

CSU Baccalaureate Credit (indicate parallel CSU course)
UC (TCA) Baccalaureate Credit (indicate parallel UC course)
CSU Inst. /Parallel Course (s) for major preparation;
UC Inst./Parallel Course (s) for major preparation:
Limited to Specific Inst./Program.

12a. Catalog Description: (13) This self-paced introductory course develops basic keyboarding skills for students entering a
variety of fields such as computer science, data processing, accounting, or any other occupation that utilizes a keyboard
similar to a typewriter to input information. No typing applications will be covered. (Formerly BOT 104)

12b. Class Schedule Description (28): Self-paced basic keyboarding skill development. No typing applications covered.

13, Course Description for Counselors: This course is for any student who wants to learn a microcomputer (or typewriter)
keyboard. Students who wish to learn the applications (letters, tables, etc.) of keyboarding should take CAOT 110V,

Students may not enroll in more than one keyboarding course each semester. _

14,  Course Identifiers

Please Complete Official Use Only
CSU GE BREADTH CSU/uC
OHLONE AA/AS AREA COURSE CODES AREA (18) IGETC AREA
Recommended Approved Al 1A
I Mg TOPS CODE (16) 0514.00 A2 1B
i 88 USOE CODE A3 1.c
IIA. FA 2,
mh B SAM CODE (84) D g; 3 A
IVA. EN < TRANS CODE (5, 18, 28) 1 i 3B
IVB. AT o B3 3.0
IVC. MA VATEA Qualifying: __x Yez____No(26) C1 4.A
V. PE_| CAN Number (28) — ¢ 4B
V. CD D! e
VIL. IT : B at—— S N ) /] . 5. Lab
Elective X E ) 5. Non-Lab
Language

DATATEL NOTE: Numbers in parenthesis (#4) compare to Flelds on the CRSE screen,



(Page 2 CAQT104 )

Student Performance Objectives: Please include student-centered performance objectives for the lecture and laboratory
components of the course, Pay particular attention to ctitical thinking.

The student will:
1. Operate the keyboard by touch
2. Develop speed and accuracy
3. Develop cortect keyboarding techniques

4, Develop skill in composing at the keyboarding

16. Course Content:  Please include a detailed outline with subheadings and examples where appropriate. If this course has
a laboratoty component, include a detailed outline with subheadings for the topics covered in the lab
.and note major skills learned. Also include any culturally diverse perspectives or technical tools
offered in the course. If additional space is needed, attach on separate papet.

WEEK(S) TOPIC(S)

1-7 Alphabetic Keyboard Control
-48-11 Review and Skill Drills
—2_1_2;1; Number Key Control
-314-16 Skill Drills

417 Composing at the Typewriter




(Page 3 CAOT 104 )

7. Methods of Evaluation or Measurement of Student Achievement:

' Over a 17-week presentation of a course, three hours per weck are required for each unit of credit. For each hour of -
lecture, two hours of independent work done outside of class are required. Methods of evaluation should reflect this out-
of-class preparation time. '

Note: Degree-applicable courses require at least one choice from "A", "B" or "C",
If "A" is not checked, indicate the reason why not.

A.  Written Assisnments: (approximate _ % of grade)
Describe

Writing Assignments are NOT appropriate because course is:

— Primarily Computational or Non-Computational Problem Solving
. _x_ Primarily Skill Demonsiration “
___ Other (specify)

B.  Computational or Non-Computational Problem Solving (approximate ___% of grade)

Describe

C.  Skill Demonstrations ' (approximate __100% of grade)
Describe

Class Performance
Performance Exams

D.  Objective Kxams (approximate ___% of grade)
Describe

E.  Combination of Above (approximate __ % of grade)
Describe




(Page 4 CAOT 104 )

Student Materials-Means of Achieving Objectives:

2.
**  College Level Text:
Micrecomputerceyboarding-Pise1-4Jackson-etal-Southwestern Publishing Co1983-
No book is needed
College Level Supplemental Text:
Software available in lab.
Software currently being used in the lab, Keyboarding Pro Ver. 3.0 software, Southwestern, Northern
California, 2001,
Special Materials:  (Describe and indicate approximate cost.)
Software available in lab,
¥ Instructor-generated materials are college level and do not violate U.S. Copyright laws.
(Division Dean signature required only if instructor-generated materials are listed.)
Division Dean  Date
19. Methods of Instruction: Check all that apply.
a, Traditional Classroom
b. Self-Paced X
c. Technology-Mediated
If this is an online or web-enhanced course, please complete the " Technology-Mediated Instruction Addendum to the
Official Course Qutline", :
d.  Other
Prepared by: Loraine Thornley ' Date: 10-80
Revised by: JeanLeClercqg-RetarFlaine Ames & Leslevie Buehler Date: 11-946-02 / 1/15/03
Division Dean Approval: YoraPiwmartaSteven Wong Date: 1+816-02 _1/15/03

CAPAC Approval: (14) Date: 1-8"




CAPAC Revisjons: . Date: 2-95

- Provost Approval: VP Instruction-Approval, Dr. Jim Wright Date: 1-81 1/15/03
~oard Approval: (14) Date: 2-81




Ohlone College -
‘Ohlone Community College District

~Articulation Agreement
Ohlone Coilege and Mission Valley ROP agree to articulate the following courses:

High School/ROP course(s): ,
g ' : Microsoft Access

Oh]one College comse(s)
CAOT 134 Beginning Microsoft Access (1 umt)

In order to be eligible for Career Prep college credit, a student must demonstrate mastery
-of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agreed to by the -
faculties of both institutions at an “A” or “B” grade level.

High School Faculty _ - College Faculty . . o
£llen WM%‘WL o AR ey BuEMLAL o
print name print name
' %’ Z//‘—/ f)éw@uo)\'/ rlzelel
signature date signature - date ‘ !
District Administrator/Site Prmclpal _ Ohlone College Diyision Dean
PL(‘K /%V//W/ﬂ/ﬂ Rewd  BLORTH
print name - print name S
' e ‘ &
L STE0D Lok 9-5-07
signatu; - datd _ . signature * date -
Districf Articulation Coordinator Ohlone Viee President, Educatmnal
_ . Services
Ay Umcm | Tl AR 4T
pnn na e prmtn

Oy WM ' g S~c¢~2
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OHLONE COLLEGE
' CAREER PREP
COURSE _OUTLINE

with
MIS SION VALLEY ROP
la. Ohlone Coﬂege 2a. Course Name: Umts' ’ 3a. Length of Cbur_se:
Course No(s) .Microsoft Access 1 1 Semester
CAOT 134 A/B/C - 1 Year
1b. ROP or High School 2b. Course' Name: Units: 3b. Length of Course:
Course No(s) - Microsoft Access 60 hours
Access ‘ 1 Year
4.  Type of Course R. OP X 5. Lecture/Lab . ' -
College Prep. - Lec. Hrs. per week _ Approx 2
. Advanced Placement Lab. Hirs. per week 8+
o _ - General » ’ '
6. Prerequisites: Corequisites: Advisory: :
' Proficient in Basic English,

NA

- NA

- ability to type 25.wpm, and

7. - Course Description:

knowledge of MIS Windows

This hands-on Access course introduces students to the elements of a database program. Students
learn to plan, maintain and design databases; filter and query data; create forms, subforms and
reports to present data.

8.  Student Performance Objectives:

Upon completion of this course students will be capable of planning and creating a database file; manage and

organize data; and save data in a usable form that can be retrieved. Students will be able to identify and use the
many elements in the Access Window (Minimize, Maximize and Restore buttons; Toolbars, Menus, and Dialog .

Boxes). Students will be able to locate information with the Help features, use Wizards, and on-screen guides.

Upon completion of tutorials and exercises in the text, students will be prepared to take the Access MOS

Core Exam. This Access course provides the tools for accomplishing the following tasks:

AL i

Define database terms.

Start, exit and navigate Access. :
Create forms and tables that facilitate entering and edltmg data.

Sort and quickly organize information in a specific sequence.

Search, locate, and retrieve information usmg detalled criteria (Query)
Apply mathematical formulas,
Prepare and print clear, effective reports.



Pagé 2 Access

9. Course Content

Creating Tables and Entering Data (8 Hours)
¢  Define the following terms:
’ o TField, record, table, relational database, pnmary key and foreign key
o Inputs and Outputs

o Start and Exit Access
U Identify the components of the Access and Databasc windows
o Use Objects Bar
. Create, Revise and Save a New Database
L Table Structure
o Field Names
o Data Types

o Field Properties
o Descriptions

. Database Wizard

e - Design View

° Switch Object Views
. ‘Records Management:

o Find and Replace
o Table Navigation
o AddRecord

o Delete Record

o Adjust Column Widths
o Print Preview
o Margin and Page Orientation
¢ - Office Clipboard’
o Cut, Copy, Paste
Forms and Reports (8 Hours)
o Office Assistant
- o HelpFeature
- o Control Assistant
° Forms = -
’ Autoform
Form Navigation
Enter Data
Delete and Edit Records
o DPreview and Print
e Reports ‘

0O 000

(e}

Auto Report

o Report Wizard

o Copy and Delete Objects
o Preview and Print '

Elm 2+2articulation Access

22712003



Page 3 Access

Querying a Database (10 Hours)
o - Define Query
. Create, modlfy run, and save queries
° Query Design Grid
. Add and Delete Fields

. Clear Grid -
. Show Check Box
. Build and Zoom
° Criteria—And/Or
. Sort _ ,
. Statistical Functions and Calculated Fields
¢ . Grouping
‘Relationships, Hyperlinks, and Customlzm Ob'ects 10 Hours
. Relationships
‘ o Bstablish Table Relatlonshlps
‘o Enforce Referential Integrity
o Print
° Forms

o Based on Multiple Tables
o Form Wizard
o Filter Records
o Apply and Remove Filters
o Add a Filter to a Filter
o Customize in Design View
Enable, Restrict and Lock
° Hyperlinks
o Insert, Modify, and Use
. Query
. o Multiple Table Select Query
o Pop-up Box Criteria
o Report Based on Query
: o Move and Resize Report Controls
Form Customlzatmn and Advanced Controls (12)
e Memo and Yes/No Data Types
. Header and Footer Sections
) Expand Detail Section
s - Align, Rearrange, and Size Controls
° Toolbox
o Add Pictures
Add and Format Labels
Format Backgrounds
Create and Enter Data in Combo Boxes

Use Lookup Tables with Combo Boxes
Add Lines and Rectangles

[e]

00000

Elm 2-H2articulation Access . . v _ 212712003



Page 4 Access

Subforms and Calculated Controls (12)
. Subforms

o Based on Queries
Subform Wizard
Synchronization

Enter Data

O 000000

o Properties Box-

Sizing Form and Column Widths

Navigate through Records
Calculated Controls ~
Expressions in Text Boxes

10. Methods of Evaluation or Measurement of Student Achxevement

A, ertten Asmgnments

__ Essay Exam(s)

__ Term or Other Paper(s)
___Lab Repori(s)

___ Written Homework
___ Reading Report(s)
___Other_ '

B. Comp/Non Comp/Preb

Solving
- (Approx 40%)
___Exam(s) -
_ Quizzes
__ X Homework
___Lab Report(s)
__ Field Work

11.. Ohlone Credlt by Examination:

- C, Skill Demonstratiens

% (approxunate % of grade)

, Wr1t1ng Assignments are N OoT
appropriate because course is:
. Primarily Computational
X Primarily Skill Demo
- or Problem Solving
__- Other (specify)

D. Objective Exams

(Approx 0%)

(Approx _60%)
X_Class Performance(s) - __Multiple Choice
- Field Work ___True/False
X _Performance Exams ___ Matching
___ Other (specify) . Completion
’ ___ Other (specify)

The following method (s) of evaluatlon, as hsted above, will be utlhzed for the purpose
of Ohlone College “Credit by Examination™:

Students are evaluated based on completion of assignments that 1ncludeass1g1;ed reading, hands-on

exercises, concepts review, skill builders, and assessments where they apply what was learned in the

previous lesson. This includes:  Set up and revision of 16 Tables, 18 Quenes 14 Forms, and 10 Reports.
Students need to attain at least 80% on Performance Exams.
12. Student Materials--Means of Achieving Objectives:

Text: Access 2000 Essentials--Off To Work Series
Brian Favro, Russel Stolins, Labyrinth Publications
Special Materials:  Instructor-prepared handouts

Elm 2+2articulation Access

o 202772003



Page 5 Access

_ 13; Méthods of Instruction: Check all that apply.

 a. Traditional Classroom X
b. Self-Paced . X
¢. Technology-Mediated '
Prepared by: Ellen L. Mufson Date: February 24, 2000 ‘
Revised by: Ellen L. Mufson : Date:___Pebruary 24, 2003

Instructional Manager Approval

te: Jf) "’18/05

Bim 2+ 2articulation Acdess . 2/27/2003



Ohlone College
Ohlone Community College District

Articulation Agreement
Ohlone College and Mission Valley ROP agree to articulate the following courses:

High School/ROP course(s): ,
Intro to the Internet (10 units)

Ohlone College course(s):

Introduction to the Internet - CAOT 153 (1 unit)
In order to be eligible for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully

complete the credit by examination component mutually identified and agreed to by the
faculties of both institutions at an “A” or “B” grade level.

High School Facuity College Kaculty
ﬂ . /1' ‘ @@C [~ [~// / n'/aﬁr— [ AGo ARG Puerl™~
print name print name '
(/X élﬁ([/f\(z/é’%ﬁ‘/&/ﬂ5 OM slz S
si ature date signature date
District Administrator/Site Principal Ohlone College Dmsmn Dean
Lo et CD ue A/LD-
print name
M@J&r H/a6)o5
signature
Dis?jz?ticulation Coordinator Ohlone Vice President, Instruction
w(am// el L Jrmes URLle o~
print name

ﬂ' S o-05

signature \ | V dpfe

signature



OHLONE COLLEGE

2+2+2
REQUEST FOR ARTICULATION

HIGH SCHOOL/ROP DISTRICT ORIGINATING REQUEST:

Name of high school/ROP district: M /95 ion \_/ﬂ [Jee ROP
Contact Person:_(.E. KiHh, lecil- Hunter
Address: Ho22%0 Lp1 D?fo Road

Phone:( 510) b57-1565 __ContactHours:__§— %' 20,

HiGH SCHOOL/ROP COURSE SUBMITTED FOR ARTICULATION:

Course No.: _

High school/ROP course title:_ Latve +v +he Lnteraet

*Submitting district will include completed Course Outline (form/disk to be provided by Ohlone College)

PROPOSED ARTICULATED OHLONE COLLEGE COURSE:
Dept. & Course No.:__ LAoT <153

College course title:_ Intyvedyndion do the Lntec et

For Ohlone College use only

Date of receipt of request by Office of Instruction:

Date of submission to Division Dean: L -

Date of submission to Instructor:

. A

Division Dean’s Name: (& lade Date:__ 4/26/05
Action by Division Dean: \

(if request is disapproved, complete Articulation Denial form and distribute to all parties)
Instructor’s Name: Date:

Action by Instructor:

If request-is approved, the Division Dean will complete an Articulation Agreement form, obtain
approval signatures, and forward all documents (including high school/ROP and Ohlone College
course outlines) for processing and distribution.

Date:

Please send completed request and course outline to Susan Myers, Career Prep Program, Ohlone College, 43600
Mission Blvd., Fremont, CA 94539-0390

2+2+2 Request form 10-02 17-Dec-04



CAOT-153

OHLONE COLLEGE
CAREER PREP

COURSE OUTLINE

with

Mission Valley Regional Occupational Program

1a. Ohlone College 2a, Course Name: Units: |3a. Length of Course:
Course No(s) Introduction to the Internet 1 Semester__ X
1 Year
CAOT-153 1.00
1b. ROP or High 2b. Course Name: N Units: |3b. Length of Course:
School Course No(s) Intro to the Internet 1 Semester__ .5
1 Year
10 .
4.  Type of Course: ROP. U 5. Lecture/Lab
College Prep. Lec. hrs. per week __1
Advanced Placement - , Lab. hrs. per week __ 2
General
6.  Prerequisites: Corequisites: ’ Adpvisory:
none none Typing speed of 20 wpmn
7.  Course Description:

Intro to the Internet is a 3 hour, two-day per week course, taught over a nine-week term.
This introductory course is designed to prepare students to use the Internet in the
professional and private sectors. Students will gain knowledge of the Internet, the World
Wide Web, its history, and resources. Students will learn to use a Personal Computer, an
operating system, browsing software and a cable connection to access the Internet and the
World Wide Web. Students will be able to use and define Internet and Web terminology.
They will develop skills using: email with attachments, categorical and index search
engines. Students will demonstrate appropriate employability attributes.

242 Course Outline Internet 1 Feb-05




CAOT-153

8.  Student Performance Objectives: Please include performance objectives for the
lecture and laboratory components of the course.

The student will:

1.

10.
11.
12.
.13.
14,

15.

explain and demonstrate the use of networks, including the campus network and the
Internet.

describe the history of the Internet, the World Wide Web.
correctly use the Internet, the World Wide Web and computer terminology.
send and receive email and email attachments.

transfer files using file transfer protocol. In addition, they will understand the need
to protect their system and networks from contamination and security breaches.

use Web browsing software to locate and display web pages that may serve their
needs, job requirements, and education requirements. Such as, web portals,
research tools, travel planning tools, calendars, etc. Students will understand that
various web browsing tools are available to effectively use the Web.

develop skills to effectively use both index and categorical search engines, to
include Boolean search and advanced search techniques.

learn to use freeware and shareware web sites and their resources.

access websites that discuss and notify the public about cyberlaw, and risks
associated with using the Internet, e.g. spam, worms and viruses.

use online learning tools to increase their knowledge of the Internet, the World
Wide Web computing and keyboarding.

discuss HTML markup code theory and list the names of two code generating
software programs.

demonstrate appropriate personal/professiorial attributes, work ethics and
interpersonal skills

use government websites, such at the California state web page on Labor and
Employment to identify career paths that are supported by their coursework.

use the Internet to access web sites that provide information on MLA and APA
format.

visit local library websites to fulfill research projects.

2+2 Course Outline Internet 2
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CAOT-153

9.  Course Content:

Windows/Internet

Course Orientation and Getting Acquainted
Labyrinth: Lesson #1 — Computer Concepts
IC3: Tutorials — Mouse Tutorial, Keyboard Tutorial; Internet Explorer

Week One Tutorial
Module #1 Computing Fundamentals — topics: 111114,
Webopedia: An Interniet reference library: www.webopedia.com
Employability Attributes: Lecture and notes
Email accounts — set up a Yahoo mail account
Working with Windows and Email
Labyrinth: Lesson #2 — Starting Windows
IC3: Module 3, LivingOnline topics 342 and 343, Safety and legal
issues Performance.
Week Two Online textbook: www.learnthenet.com
Review: Use the Site, How It Works, Anatomy of an E-
mail Message, Understanding E-mail Addresses.
Test & Practical Exam: Working with the computer and
employability attributes
Send and receive e-mail with Attachments
IC3: Module #3 Living Online ~topic: 321, 322 and 323.
Online textbook: www.learnthenet.com '
Week Three Review: Step-by-Step: Sending an E-Mail Message
Review: Attaching File: Step-by-Step: Sending an E-
Mail Attachment, Opening Atiachments
Project: Use online resources to define terms
Test & Practical Exam: Using a PC and Working with email
The Internet and The Web
Online reference: www.webopedia.com
review: What is the Internet, the Web and the.
difference between the two, check out: the Did
You Know? page
Online textbook: www.learnthenet.com
Week Four

Review: Surfthe Web-The Web-Ai-A-Glance, and
How the Web Works
Online reference: www.webopedia.com
Review: What is the Internet, the Web and the
difference between the two, check out: the Did
You Know? Page
Test: Using Online resources and learning tools

SEZSEEOEO55>>5>>>0>>>55>>>3>0>>>0 0> >0 >>>>>continued

242 Course Outline Internet
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CAOT-153

Week Five

Continued

The Internet and The Web

Online reference: www.webopedia.com
Review: What is the Internet, the Web and the
difference between the two, check out: the Did
You Know? page

Online textbook: www.learnthenet.com

Review: Surfihe Web-The Web-At-A-Glance, and How the Web

Works

Practical Exam: Access and use online reference tools

Week Six

Continued

The Internet and The Web

Online reference: www.webopedia.com

Review: Searching Databases, and Download Files

Online textbook: www.learnthenet.com
Review: Surfthe Web-The Web-At-A-Glance,
and How the Web Works

Project: Uploads and Downloads

Test: The Internet and the World Wide Web

Week Seven

File Management & Web Browsers

Labyrinth: Lessons #8 through 10 — Browsing, Organizing,
Moving, Copying and Deleting Files We will do all
of each of theses Lessons

Labyrinth: Lesson #11 — Windows and the Internet

IC3: Module #3 Living Online — topic: 332

Online textbook: www.learnthenet.com
Review: Surfthe Web-Web Browsers, Anatomy
of a Web Page, Understanding Web Addresses,
Tutorials-Internet Explorer Tutorial

Test and Practical Exam: Uploads and Downloads

Week Eight

Search Engines
Labyrinth: Lessons #13 ’
IC3: Module #3 Living Online — topic: 331 and’333
Online textbook: www.learnthenet.com
Review: Find Information-The Interactive
Search Engine Tutorial
Test and Practical Exam: File Management

Week Nine

Windows Networks and Digital Media & Internet
Information Sources

Individual and Group Projects: Job Search, What happened on
10/29/69, Trip Planning and Scavenger Hunt

2+2 Course Outline Internet
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CAOT-153
10. Methods of Evaluation or Measurement of Student Achievement:

\$\ A. Written Assignments: 50 % (approximate % of grade)
___ Essay Exam(s) Writing Assignments are NOT
. Term or Other Paper(s) appropriate because course is:
____Journaling ___ Primarily Computational or Non-
___Lab Report(s) Computational Problem Solving
5  Written Homework 5 Primarily Skill Demo
___Reading Report(s) Other
_10_Project(s)

Portfolio

% other Work Ethic
Attendance, attitude. appropriate attire, business etiquette

B. Comp/Non Comp/Preb. C. Skill Demonstrations D. Objective Exams

Solving
(approx _10 %) (approx _20 %) (approx _20 %)

___Exam(s) 30 Class Performance(s) 50 Multiple Choice
10 Quizzes ___Field Work 40_True/False
5 _Homework 50 Performance Exams 2 _Matching
___Lab Report(s) ___ Other (specify) 2 Completion
___Field Work 10 other Labeling
___ Other (specify)

2+2 Course Outline Internet 5
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10. Methods of Evaluation or Measurement of Student Achievement:

A. Wriﬁen Assignments: 52/9_ (approximate % of grade) -

_____BEssay Exam(s) ' Writing Assignments are NOT
___Term or Other Paper(s) appropriate because course is:
___Journaling ___ Primarily Computational or Non-
- ___ Lab Report(s) ' Computational Problem Solving
__x_Written Homework ___Primarily Skill Demo
___Reading Repott(s) - - 2 Other
___ Project(s)
___Portfolio .
___ Other (specify)
B. Comp/Non Comp/Prob C. Skill Demonstrations D. Objective Exams
- Solving ,
~ (approx 20%) - (approx 25%) (approx 50%)
x__Bxam(s) . - ___ Class Performance(s) x___ Multiple Choice
x__ Quizzes ~ ___Field Work x__ True/False
- x__Homework _x_Performance Exams x___ Matching
___Lab Report(s) ' ___ Other (specify) x____ Completion
___ Field Work : ____ Other (specify)

- ___ Other (specify) |

Microsoft IT 2 - ) v 3

Jan-03



11.  Ohlone College Credlt by Exammatmn
The following method(s) of evaluation, listed above, will be utxhzed for the purpose of
Ollone College “Credit by Examination™

50% Theory & 50% lab and a final exarmnaﬁon.

12.  Student Materials-Means of Achieving Objectivesﬁ
Text: Microsoft Windows 2000 Server: Academic Learning Series

Supplemental Text: ISBN 0-7356-0988-8

Special Materials: (Describe and indicate approximate cost.)

13, Methods of Instructmn Check all that apply
o Traditional Classroom
b '.Self-Paced
c. Technology~Medlated

VIR

M. Other:

. Prepared by: Julio Padilla Date':Jahuarv 23,2003

Revised by: Julio Padilia Date:January 23, 2003

Tnstructional Manager Approval:_ 0 /j(/ 5% [M/}/L( /\_/ Date: Z Zé ZO >

Microsoft 1T 2 . _ 4

Jan-03



MISSION VALLEY
REGIONAL OCCUPATIONAL PROGRAM

, , COURSE OUTLINE

COURSE TITLE: Microsoft Academy

CBEDS TITLE: IT Academy

Job Tilles/DOT Codes:

Entry Lével (High School Graduate) |

Job Title DOT# ‘
4 Computer Technician
Computer Operator
Computer System Administrator

COURSE DESCRIPTION AND GOALS:

Students completing the IT Academny class will lealn basic computer prmmples
Essential components of this course include computer operations and running a
Workstation using Windows 2000 Professional software and app1op11ate computer
hardware. The successful student will be able to perform the following: apply Windows
2000 Professional for busmess Students will setup, maintain, and update a Windows.
2000 o E Professmal ) : computer

LENGTH OF COURSE: 90 Houts

| PRERE_QUISITES: Students should have completed at least one semester of keyboarding
or demonstrate an equivalent profieciency of 25 wpm.

Articulation: None

Certificiations: ' S . ' None

COURSE OUTLINE
COMPUTERIZED ACCOUNTING
Hours

Class CC CVE

1 WORKPLACE BASIC SKILLS AND BEHAVIORS (INTEGRATED
THROUGHOUT THE COURSE) '



Applies skills learned in class
Annalyzes information and makes decisions
Communicates verbally and in writing
Works independently and as a team member ina diﬁlerse workplace
 Works reliably, responsibly, and ethically
11 EMPLOYMENT SKILLS (INFUSED THROUGHOUT THE COURSE)
Develops a plan to achieﬁe career goals
- Uses effective job search strategies

_ Demonstrates an awareness of the importance of lifelong learning.
- I Installs and sets up Windows 2000 Professional on a computer

A. Installs Wmdows 2000 Manually

B. Performs Windows 2000 Unattended and Unattended hlstallauons

C. Troubleshoots Setup

D. Views Setup Logs

E. Troubleshoots Failed Inst'dlatlons

F. Configures and manages file systems

G. Upgrades from a previous velslon of WIndows to Windows to Windows
. 2000 Professional '

IV Manages Windows 2000 Consoles
A. Creates Custom Management Consoles
B. Adds and Removes Snap-Ins '
C. Configures Console Options

D. Uses Task Scheduler\MMC

V Manages Windows 2000 Professional Settings

A. Configures Hardware Settings

B. Connfigures Display Settings -

C. Configures Operating System Settings -

D. Installs Hardware both Manually and Automatically
E. ChecksApplications, Processes, Performance

F. Installs or Uninstalls a Device | Configuring Devices

VI Disk Drive Management

A. Managing Disks, Volumes ‘
B. Creating and Configuring Partitions
C. Setup Volumes and Partitions

D. Create File Systems

VII Active Directory Basics

-Learns Active Directory Concepts and functions



V'III. Planning U.ser Account Usage

A. Creates and Mahageé User acounts and profiles

B. Implement, configure, manage, and fl'oubleslloot local security policy

C. ﬁnpleinent, configure, manage, and troubleshoot local user authénticé’_cion'

IX Group Management

A. Implement, configure, manage, and troubleshoot Windows 2000 groups
B. Setup Local , Global, and Universal Groups :

- X Configuring Network Printers

A. Managing printer use and permissions
B. Monitor, configure, troubleshoot, and control access to printers -

XTI Securing Resources with NTFS Permissions

A. Configuring Special Access Permissions

B. Creating and Configuring inherited permissions
‘C. Implementing Shared Folders

D. Implementing an Audit Policy

XTI Security

A, NTFS Compression _

B. Disk Quota Management

C. Securing Data with Encryption
XIII Backup |

A. Recovering Data

B. Using Recovery Console



the REAL book: Administéring Windows 2000 Professional Labs

Table of Contents |

Classroom Setup and Instructm Notes . iii
Chaptel 1: Installing Windows 2000 ' ' : . e 11
Chapter 2: Using Microsoft Mahagement Consoles ’ v 21
Chaptei‘_ 3: Configuring Environmental and Hardware Settings - : ' 3-1
Chapter 4: Disk Management ‘ : ‘ ' 4-1
Chapter 5: Networking F Fundamentals ..... ' : 51
Chapter 6: Introduetion to Active Dir ectmy Services ... - . : 6-1
Chapter 7: User Admlmstx ation : : : : ' 71
'Chapter 8: Gr oup Admlmstratwn : : ' : . 8-1

_ 'Chaptel 9: Printer Setup and Configuratxon ; ' : , 9.1
Chapter 10: Administer} ing Printers ; _ ' SR .10-1
Chapter 11: NTFS Security ..... ‘ O~ SRR 15 o
Chapter- 12; Managing Shared Folders ..cumssanens e ‘ : ' piressisnas 12-1
: Chapter:lS: Audiﬁng and Event,Viewei"... - : . ’ ' s 13-1 A
Chapter 14: Data Management with NTES ...... ' — 14-1
Chapter 15: Wmdows 2000 Backup and Task Scheduler : - 15-1
Chaptel 16: Wmdows 2000 Recovery... ‘ " : ' - 16-1

: Chaptel 17: Introduction to Advanced Windows 2000 Deploymenf veruressass 17-1
Chapter 18: Mobile Computer Support ' ‘ 18-1
Chapter 19: Sy'stevaonitor ' » . ' %

Appendix : ' , 1 ’

Page i



Ohlone College
Ohlone Community College District

Articulation Agreement

Ohlone College and Mission Valley ROP agree‘to articulate the following courses:

High School/ROP course(s):

Mlcrosoft Operating Systems & Network Technology (Wmdows 2000 Server)

Ohlone College course(s):

CS 180B Windows 2000 Server (2 umts)

In order to be eligible for Career Prep college credit,r a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agr eed to by the
faculues of bolh msututlons at an “A” or “B” grade level.

High School Faculty

—:B’IA \‘0

print name

Pad; \\'q
M/ :-—23-03’

sfgnatuw dﬂte
<B‘ls’mct Adnrinistr at;)Z//S/é Principal
@ W/// /V/

.//.;,23,/_3

7 = CF
signature date

District Articulation Coordinator

4 / 2 L&/M M/

pnnt nan
ﬂ&/ﬁ%’c /AMWC [-23-0%
‘s}énatu c ate

' College Faculty

M fk?qf;e [ebrhvE.s

print name

: < : . -
H@N‘q@_ AN D e P TIeR
signature date '

Ohlone College Division Dean

print name

W/Mé /- >¢/J~e~

g%ww 4/ 4/ 7,)

S} 2n ﬂiU re

- Ohlone Vice Presndent, Educational

Services

T OURI6

print name,
M U1 /oy

signaturee —date”



OHLONE COLLEGE

CAREER PREP

COURSE _OUTLINE

with

Mission Valley ROP

Name of R.O.P. or High School District ,

la. Ohlbne College

- |2a. . Course Name:

Length of Course:

ROP. x

4.  Type of Course: L
: , College Prep.
Advanced Placement
General -
6.  Prerequisites: - Corequisites: .

5. Lecture/Lab

© | Unmits: |3a.
Course No(s) Microsoft Windows 2000 Server - : 1 Semester = ___
{CS180B 5 : - i l Year -
: : 2 Other (specify) x
9wks
| 1b. ROP or High 2b.  Course Name: R Units: |{3b. Length of Course:
School Course No(s) | High School Microsoft IT Academy 1 Semester -
TCCG o - - ' 1 Year X
- L 10 Other (specify) -

Lec. hrs. per week _3
‘Lab. hrs. per week _7

Advisory:

Basic Computer Skills

7. Course Description: :

Math knowledge/Algebra

Learn to design, implement, and maintain a network of Microsoft -

‘Windows. 2000 servers and workstations using the official Microsoft curticulum - books,
computer-based training, and hands-on lab assignments. Instruction includes master concepts
covered in the Windows 2000 Professional and Windows 2000 Server MCP examinations.
Acquire skills that will help you begin a career in the IT industry! )These industry-based class
activities have been developed by Microsoft.) Students complete this course in a-networked
Pentium classroom built to industry-recognized standards. The students will be guided by the
instructor through intricate problem solving exercises that mimic the toughest technical
challenges of the real world. Students completing the course will be prepared for careers as a
network administrator, systems engineer, or systems manager.

Microsoft IT 2

1 -

Jan-03




8. Student Performance: Objectives: Please include performance objectives for the lecture and
laboratory components of the course.

The student will: (See course outline)

9. Course ‘Content: Piease mclude a detailed outline with subheadmgs and examples Where
appropriate. If this course has a laboratory component, include a detailed outline with
subheadings for the topics covered in the lab and note major skills learned. Also include any
culturally diverse pérspectives or technical tools offered in the course. If additional space is
needed, attach on separate paper. See Guidelines for Course Proposal Form for description of
outline required. : '

See Course outline

Microsoft IT 2 : L 2 Jan-03



10. Methods of Evaluation or Measurement of Student Achievement: '

A.  Written Assignhenfs: 5% (approximate % of grade)

____ Essay Exam(s) - Writing Assignments are NOT
___Term or Other Paper(s) appropriate because course is:
___Journaling . o ' __ Primarily Computational or Non-
___Lab Report(s) - - Computational Problem Solving
—Xx_Written Homework ' ~___ Primarily Skill Demo
___ Reading Report(s) : __ Other
____Project(s) : '
- __ Portfolio

___ Other (specify)

B. Comp/Non Comp/Prob ~~  C. Skill Demonstrations D. Objective Exams
Solving _ , _

(approx 20.%) ~ (approx 25%) (approx 50%)

x___ Exam(s) ___Class Performance(s) x___ Multiple Choice
x_ Quizzes ___ Field Work x___ True/False
x___Homework - - _x Performance Exams  x__ Matching
___Lab Report(s) ____ Other (specify) x___ Completion
___Field Work ' B " ___ Other (specify)
___ Other (specify) . IR

Microsoft IT 2 ' : ' 3 Tan03



11. Ohlone College Credit by Examination: ‘
The following method(s) of evaluation, listed above, will be utilized for the purpose of
Ohlone College “Credit by Examination”: -

50% Theory & 50% lab and a final examination;

12. Student Materials-Means of .Achieving' Objectives:
Text: Microsoft Windows 2000 Server: Academic Learning Series

 Supplemental Text: ISBN 0-7356-0988-8
Spv ecial Materials: (Deslcribe,'and indicate approximate cost.)

13.  Methods of Instruction: Check all that apply.

a. Traditional Classroom X
b.  Self-Paced X
c. Téchﬁology—Mediated X
d.  Other:

Prepared by: Julio Padilla___ Date:January 23 2003

Revised by: Julio Padilia____ Date:January 23,2003

 Instructional Manager Approvalk:_{ / 5371 %W M ~— vbate: / 2302

Microsoft T2 : 4 : v : ' Jan-03



MISSION VALLEY |
'REGIONAL OCCUPATIONAL PROGRAM

| COURSE OUTLINE
COURSE"ﬁTLE: Microsoft Acac_leiny_
CBEDS TITLE: IT Academy
Job Titles/DOT Codes:
‘Entry LeVel (High School Graduate)
Job Title DOT# |
Computer Technician
Computer Operafor '
Cbmpﬁter’ Syste‘m Ad:ﬁiiﬁstrator | ;
COURSE DESCRIPTION AND GOALS:

Students completing the IT Academny class will learn basic computer principles.
Essential .components of this course include computer operations and running a
Workstation using Windows 2000 Professional —software and appropriate computer
hardware. The successful student will be able to perform the following: apply Windows
2000 Professional for business. Students will setup, maintain, and update a Windows
2000 : A Professinal - = ' ‘computer

LENGTH OF COURSE: 90 Hours

PREREQUISITES: Students should have completed at least one semester of keyboarding
or demonstrate an equivalent profieciency of 25 wpm. B :

. Articlilation; None

Certificiations: : ' . R : None

COURSE OUTLINE N
COMPUTERIZED ACCOUNTING
HOUI'S

Class CC CVE

I WORKPLACE BASIC SKILLS AND BEHAVIORS (INTEGRATED
THROUGHOUT THE COURSE)



Applies skills learned in class
Annalyzes _informatidn and makes decisions
Communicates verbally and in writing
Works independently and as a team member in‘ a diverse workplace
Wsrks reliably, responsibly, and ethically ' |
Il EMPLOYMENT SKILLS (INFUSED THROUGHOUT THE COURSE)
Develops a plan to achieve career goals
Uses effective job search strategies

Demonstrates an awareness of the 1mportance of lifelong learnmg
I Installs and sets up Wmdows 2000 Professional on & computer

A. Installs Wmdows 2000 Manually

B. Performs Windows 2000 Unattended and Unattended Installatmns

C. Troubleshoots Setup

D. Views Setup Logs

E. Troubleshoots Failed Installations

F. Configures and manages file systems

G. Upgrades from a previous versxon of WIndows to Windows to Wmdows
2000 Professional ‘ :

IV Manages Windows 2000 Consoles
A. Creates Custom Management Consoles
B. Adds and Removes Snap-Ins

C. Configures Console Options

D. Uses Task Scheduler\MMC

V Manages Windows 2000 Professional Settings

A. Configures Hardware Settings .

B. Connfigures Display Settings .

C. Configures Operating System Settings .

D. Installs Hardware both Manually and Automatically
E. ChecksApplications, Processes, Performance

F. Installs or Uninstalls a Device | Configuring Devices

VI Disk Drive Management

A. Managing Disks, Volumes

B. Creating and Configuring Partitions
- C. Setup Volumes and Partitions

D. Create File Systems

VII Active Directory Basics

-Learns Active Directory Concepts and functions



* VI Planning User Account Usage
~ A. Creates and Manages User acounts and profiles
B Implement, configure, manage, and troubleshoot local security policy
C. Imple;nenf; configure, manage, énd tfouBleshoot local user authentication

IX Group Management

A. Tmplement, conﬁgure manage, and troubleshoot Windows 2000 groups
B. Setup Local , Global, and Universal Groups

X Configuring Network Prmters

- A, Managing printer use and permissions '
B. Monitor, configure, troubleshoot, and control access to printers

XI Securing Resources w1t11_NTF S Permissions

A. Configuring Special Access Permissions

B. Creating and Configuring inherited permissions
C. Implementing Shared Folders :
D. Implementing an Audit Pohcy

XII Security

A. NTFS Compression
B. Disk Quota Management
C. Securing Data with Encryption

+ XII Backup
~ A. Recovering Data »

B. Using Recovery Console



the REAL. book: Admtnistering_Windows 2000 Professional Labs

Table of Contents
Classroom Setup and Instructor Notes ' i
Chapter 1: Installing Windows 2000 - |
Cpépter 2: Using Microsoft Management Consoles ‘ : 21
Chapter 3: Configuring Environmental and'Hardware Sett_ingﬁ g 3-1
Chapter 4: Disk Ménagemenf A k ' . S |
Chapter 5: Networking Fundamentals ’ ens : » . ; 5.1
.Chapter 6: Introduction to Active Directory Serv’ices' b1
Chapter 7: User Administration asecs ' 7.1
Chapter 8: Group Administration aers : : - 8-1
Chapfef 9: Printer Setup and Conﬁ_guratibii-" s S ' — 91
Chdpter. 10: Administering Printers aase ; ; v 10-1
Chapter 11: NTFS Security ... s e e ' o111
Chapter 12: Managing Shared Folders ... ‘, S ' 12-1
Chapter 13: Auditing and Event Viewer ... weesianssns 13-1
'Chapter 14: Data Management with NTFS o : ’ ' 14-1
Chapter 15: Windows 2000 Backup and Task Scheduler........ p— seennan 15-1
Chapter 16; Windows 2000 Recovery...... , , — 16-1
Chapter 17: Introduction to Advanced Windows 2000 Deploymenf N 17-1
Chapter 18: Mobile Computer Support ' . ' ‘ 18-1
Chapter 19: System Monitor , e 191
AppendiX........ v : - “ - 1

Page i



the REAL book: Windows 2000 Server

Table of Contents

Classroom Setup and Instructor Notes v ' §iil
'Chépfer 1: Introduction to Microsoft Windows 2000 Server : 1-1
Chapter 2: Server Installation . 2-1
Chapt_e;lf 3: Unattended installations-' " . 3-1
Chapter 4: Windows 2000 File SyStems....... . eeeranes A1
Chapter 5: Advanced File Systems : ; 5-1
Chapter 6: Active Diréctory Services e |
Chapter 7: Administering Windows 2000 Server ; : 71
Chapter 8: Administering Prmt Serwces ' — . S 5 |

‘ Chapter 9: Network Protocol and Servxces - ' : 91
Chapter 10: Remote Access Polxcles rens - ’ - e 10-1
Chapter 11: Microsoft Windows 2000 Security oot — 11-1
Chapter 12: Reliability and Availability - ‘ 121

- Chapter 13: Momtormg and Optlmlzatum ' sounis ) osrenessnre 13=1
Chaptel 14: Microsoft Wmdows 2000 Apphcatmn Servers : aene 14-1

Appendlx ; ' R ; ‘ - 1




| ‘Ohlone College
Ohlone Community College District

' Aljticﬂl:ition Agreement
~ Ohlone College and Mission Valley ROP agree to articulate the following courses:

IIlgh School/ROP course(s): -
-Cisco N ctwon k Academy I

Ohlone College course(s):
CS 186A LAN Netwoxk Design - Clsco Networklng Academy I (3 units)

In order to be ellglble for Career Prep ‘college credit, a student must demonstrate mastery
of the competencies and-skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agr eed to by the
f'tculﬁes of both mstlmtmns at an “A” or “B” g1ade level.’

College Faculty . _
CLoRGE WonG

H1g11 hool Fac

J(A

print name

723" i M Gl %u/;g'

px int name yé)/\

inature "' “date ' » g signatv{'c _ . déte
Dlstx ict Administrator/Site Principal ' _ ' Ohl w{College Division Dean
ack Hfjwmcwm oes ) Qﬂ"wf
print name .

. print naz /

. v
W 4&?*”// 7%

signatare _ date - ’ c signature date

District Articulation Coordinator Ohlone Vice President, Educational

» - Services . s '
/4/( \ / '69@ M WMLJ _Jien Wmie e

pl int name - print name : i

Q&bﬂﬁ &M‘) //k» , ) Wﬂ“/"’}

signatur e dat o signaturt,__——<fate



"OHLONE COLLEGE

CAREER PREP

COURSE OUTLINE

Cwith

- Mission Valley ROP

Name of R.O.P. or High School District

la. Ohlone College 2a. Course Name: Units: |3a. Length of Course: -
| Course No(s) ' ' 1 Semester ~ ___
: ' , o _. , 1Year = __
CS186 A | LAN Network Design 3 Other (specxfy) 9
‘ ' . . - wks
1b. ROP or High 2b.. Course Name: Units: | 3b. Length of Course:
 School Course No(s) ’ v ' : 1 Semester -
TCCB Cisco Networking Academy 1 Year X
. 20 Other (specify)
4, Type of Course: RO P x 5. Lecture/Lab
' College Prep. Lec. hrs. per week __ 3
Advanced Placement - Lab. hrs. per week _7__
General '
6.  Prerequisites: Corequisites: Advisory:
' Algebra/ good math skills ' -
Knowledge of operating
systems
7. Course Description: Our Cisco Network Academy course will prepare you for the

field of internet specialist with a series of four special courses rolled into a year-lon, two
hour program. Instruction includes the fundamental concepts LANs, WANS, and the
Internet through interactive multimedia curriculum developed by Cisco. Students will -
apply their knowledge with hands — on laboratory exercises. This certificate program will
help prepare students to successfully compOlete the Cisco Certified Networking Associate
Certification. The course is accelerated and assumes prior knowledge of computer
hardware and operating systems.

Ciaeo 1

Jan-03




8.  Student Per formance Objectives: Please include performance objectives for the leeture and
- laboratory components of the course.

 The student wil: (see course outline)

9. Course Content: Please include a detailed outline with subheadmgs and examples where
appropriate, If this course has a laboratory component, include a detailed outline with
subheadings for the topics covered in the lab and note major skills learned. Also include. anty
culturally diverse perspectives or technical tools offered in the course. If additional space is -
needed, attach on separate pa.per See Guldehnes for Course Proposal Form for description
of outhne required. :

(See course outline)

Cisco | : o : 2 ) Jan-03



10. Methods of Evaluation or Measurement of Student Achievement:

A. ‘Written Assignine_nts: 20% (approximate % of grade)

x__ Essay Exam(s) Writing Assignments are NOT
___Term or Other Paper(s) appropriate because course is:
__Journaling ___ Primarily Computational or Non-
_x_Lab Report(s) Computational Problem Solving
___ Written Homework ___Primarily Skill Demo '
___ Reading Repori(s) , ____Other

_ Project(s) ' |

___ Portfolio

___.Other (specify)

B. Comp/Non'Comp/Prob C. Skill Demonstrations D. Obiective Exams

Selving
(approx 25 %) (approx 30%) ~  (approx 25%)
% Bxam(s) X Class Performance(s) ~  _x  Multiple Choice
%X Quizzes ___Field Work. - _x__Truef/False -
- ___Homework ‘ x__ Performance Exams _%__Matching
___LabReport(s) = __ Other (specify) "~ _x_ Completion
__ Field Work - " __ Other (specify)

— Other (specify)

" Ciseo 1 C . 3 Jan-03



11.  Ohlone College Credit by Examination:
The following method(s) of evaluation, listed above will be utilized for the purpose of
Ohlone College “Credit by Examination”:

Labs, Tésts and the written final online

12.  Student Materials-Means of Achieving Objectives:
Text: Official Cisco Curriculum is Web Based)

Sunnlemental Text NA

Sp_emal Materials; (Describ_e and indicate approximate cost.)

13.  Methods of Instruction: Check all that apply.

a Traditio‘naﬂ Classroom X
b.  Self-Paced X
C. Technolognyediated X
d. " Other: _
- Prepared by:Julio Padilla‘ V ~___Date:January 23, 2003

Date January 23, 2003

Revised by:Julio Padilla

Instructional ManagerApprova‘l:

St

Ciseo 1 . -4

Date: / / 23{ 0%

Jan-(3



Ohlone College
Ohlone Community College District

Articulétion Agreement

Ohlone 'College and Mission Valley ROP agree to articulate the following courses:

ngh School/ROP course(s):

Ciseo Network Academy I

Ohlone College course(s):

CS 1868 Router Conflguratmn Clsco Networ kmg Academy TI(3 units)

Tn order to be eligible for Career Prep college credit, a student must demonstratc mastery '
of the competencies and skills included in the Career.Prep course outline and successfully
‘complete the credit by examination component mutually identified and agreed to by the
faculties of both msmutlons at an “A” or “B” grade level.

’-ngh SchoolFaculty ( { .
’3 v\\m E‘{J;j <

pr int name

(L

alg tulc

Dlstl ict Administrator/Site Pr mclpal

W;C/ﬁ" FEVVWQM’)V)

‘print name

P
sighature

District Articulation Coordinator -

Alyssa Lyhlo

| prifit name/
/A/%@ [mﬁL
signature date

print name

e /6«4»/0?

College Faculty -
CEoREs  WONG
print name '

/J@« 4/4/»4 tbs/os

signature date”’

Ohlone College Division Dean

signdture _ date

Ohlone Viee President, ,Educational

. Services ) ™

T VAR s bf

-print name : .
Ao 3

signatun&Zdﬁmﬂ




* OHLONE COLLEGE
" CAREER PREP
'COURSE_OUTLINE
" with
- Mission Valley ROP

Name of R.O.P. or High School District

1a. Ohlone College 12a. Course Name: Units: {3a. Length of Course:
Course No(s) ' - ) 1 Semester
o : ' 1 Year .
CSi186 B _ | Router Configuration 2 - Other (specxﬁ/) 9Wks
1b. ROP or High 2b. Course Name: o | Units: |3b. Length of Course:
School Course No(s) - ' 1 Semester
Cisco Networking Academy e 1 Year X
| TCCB _ - ' : 20 Other (specify)
4.  TypeofCourse:  ROP. x 5. Lecture/Lab
: : College Prep. _ Lec. hrs. per week __4
Advanced Placement o - Lab. hrs. per week __6.
‘ ‘General ' -
6. -Prel?gquisites: : ' Corequisites: Advisory:
~ Algebra/ good math skills ) -
- Knowledge of oneratmg
systems
7. | Course Déscription: Our Cisco Network Academy course will prepare you for the

field of internet specialist with a series of four special courses rolled into a year-lon, two
hour program. Instruetion inchides the fundamental concepts LANs, WANSs, and the
Internet through interactive multimedia curriculum developed by Cisco. Students will
apply their knowledge with hands — on laboratory exercises. ‘This certificate program will
help prepare students to successfully compOlete the Cisco Certified Networking Associate
Certification. The course is accelerated and assumes prior knowledge of computer
hardware and operatmg systems.

Cisco 2 1 ' . R Jan-03



8.  Student Performance Objectlves. Please include performance objecuves for the lecture and
laboratory components of the course. '

The student will: (see course outline)

9.Course Content: Please include a detailed outline with subheadings and examples where
appropriate. If this course has a laboratory component, include a detailed outline with
subheadings for the topics covered in the lab and note major skills learned. Also include any
culturally diverse perspectives or technical tools offered in the course. If additional space is
needed, attach on- separate paper. ‘See Guldehnes for Course Proposal Form for descnpuon
-of outline reqmred

(See course outline)

Cisco 2 ' o 2 . Tan-03



10. Methods of Evaluation or Measurement of Student Achievement:

A. Written Assignments: 20% (approximate % of grade) ,
X Essay Exam(s) , Writing Assignments are NOT

___ Term or Other Paper(s) appropriate because course is:
__Journaling - - . Primarily Computational or Non-
_x_Lab Report(s) . Computational Problem Solving
— Written Homework ___ Primarily Skill Demo
____Reading Report(s) : ___Other

____Project(s) '

___Portfolio

___ Other (specify) .

B. Coemp/Non Comp/Prob C. Skill Demonstrations D. Objective Exams

- Solving _ o ‘ ,

(approx 25 %) (approx 30%) . - (approx 25.%)
x__ Exam(s) x__ Class Performance(s) _x__ Multiple Choice.
X% Quizzes o __FieldWortk - _x_True/False
___Homework - x__Performance Exams _%_- Maiching
__Lab Report(s) ___ Other (specify) : _x__Completion
. Field Work S ___ Other (specify)
____ Other (specify) : ' : .

. Ciseo2 g ) . 3 : o S Tan03



11.

12.

Instructional Manager Approval:

Ciseo 2

Ohlone College Credit by Examination:

The following method(s) of evaluatlon l1sted above will be utilized for the pur pose of

‘Ohlone College “Credit by Examination’

Labs & Tests, written final online.

Student Materials—Méans of Achieving Objectives:
Text: Official Cisco Curriculum is Web Based)
Supplemental Text:
SDeCiél Matérials: .(Deslcribe and indicate épproximate co's.tA)
13 Methods of Instruction: Check all that apply..
a.  Traditional Classroom X
b Self-Paced X
c.  Technology-Mediated | X
d. Other: __ |
Prepafed by:J ulio}Pa'dilila | ' ) Date:January 23, 2003
Revised by:Julio Padilla o Date January 23, 2003

WQU\/ Date:

WEIE

Jan-03



Ohlone College
Ohlone Community College District

Articulation Agreement

Ohlone College and Mission Valley ROP agree to articulate the following courses:

High School/ROP cou1'ée(s):

" Ohlone College course(s):

Cisco Network Academy III

CS 186C Routmg & watchmg Cisco Networkmg Academy or @3 umts)

In order to be el1g1b1e for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually 1dent1ﬁed and agreed to by the
facult1es of both institutions at an “A” or “B” grade level. :

ngh School Faculty
il

O Z/u% as-es

8] mture date

Dlsﬁt Admmlstl ator /Slte Pr mmpal

itk Herrmann
puntname
m 8 [22)0®
sxgnature T date

Dlstl ict Articulation Coordinator

fﬁ/jm%/m wl
S5d_ AM/I,ﬂ j-

SiMux‘c / ‘date

'College Faculty

CEORGE I ONG.
print name

b g 53463
signafiire ddie

Ohlone - College Division Dean

C—LD ]
print name

%JW 4:/

sngnatme

Olilone Vice Presxdent, Educatmnal :
Services

Jia WRIGH T

print name W “q / ’Z/?/ ¢

signature w




OHLONE ;COLLEGE »
CAREER PREP
COURSE OUTLINE
with
Mission Valley ROP

- Name of R.O.P. or High School District

1a. Ohlone College 2a. Course Name: Units: |3a. Length of Course:

Course No(s) o 4 | 1 Semester
R o 1 Year - ___
CS186 C i Routing & Switching 2 Other (specify) 9 wks
1b. ROP or High 2b. - Course Name: © |Units: |3b. Length of Course:
.| School Course No(s) ’ ' : : o 1 Semester :
o . . Cisco Networking Academy .1 Year X -
| ICCB | y 20 Other (spemfy)
4. Type of Course: AR or x 5. Lecture/Lab :
- College Prep. ’ Lec. hrs. per week __4
Advanced Placement . Lab. hrs. per week __ 6
- General :
6. Prerequisites: , Corequisites: Advisory:
‘ Algebra/ good math skills - : -
Knowledge of operating -
systems ,
7. Course Descnptlon Our Cisco Network Academy course will prepare you for the -

field of internet specialist with a series of four special courses rolled into a year-lon, two
hour program. Instruction includes the fundamental concepts LANs, WANS, and the
Internet through interactive multimedia curriculum developed by Cisco. -Students will
apply their knowledge with hands — on laboratory exercises. This certificate program will
help prepare students to successfully compOlete the Cisco Certified Networking Associate
Certification. The course is accelerated and assumes prior knowledge of computer
hardware and operating systems.

Cisco 3 . . T 1 " Jan03



8.  Student Performance ObJectlves. Please include performance objectives for the lecture and
laboratory components of lhe course.

The student will: (see course outline)

9.Course Content: Please include a detailed outline with subheadings and examples where
appropriate. If this course has a laboratory component, include a detailed outline with
subheadings for the topics covered in the lab and note major skills learned. Also include any
~ culturally diverse perspectwes or technical tools offered in the course. If additional space is
needed, attach on separate paper. See Guidelines for Course Proposal Form' for description -
of outhne requu ed

(See course outline)

Cisco 3 ) ) . 2 R ' Jan-03



10. Methods of Evaluation or Measurement of Stl_lde_nt' Achievemeht:

A  Written Assigninerits: 20% (approximate % of grade)

x__Essay Exam(s)

__ Term or Other Paper(s)

_ Journaling -
_x_Lab Report(s) -
. Written Homework
___Reading Report(s)
___Project(s) '
___Portfolio

" Other (specify) |

B. Comp/Non Comp/Prob

Solving

"~ (approx 25%)
x__ Exam(s)

X Quizzes
___Homework
___Lab Report(s)
___ Field Work
___ Other (specify)

Cisco3

- Other (specify)

Writing Assignments are NOT

appropriate because course is:

__Primarily Computational or Non-
Computational Problem Solving

___Primarily Skill Demo
___Other "

C. Skill Demonstrations

" (approx 30%)

x__ Class Performance(s) X

__Field Work X

% Performance Exams X
..

D. Objective Exams

(approx '253/3)'.

Multiple Choice
True/False
Matching -

Completion

__ Other (sp.eci_fy)

Jan-03



11.  Ohlone College Credit by Examination:

The following method(s) of evaluation, hsted above, will be utilized for the purpose of

Ohlone College “Credit by Examination”

Labs & Tests, written final online

12. Student Materials-Means of Achiéving Objectives:
Text: Official Cisco Curriculum is Web Based)

Supplemental Text:

Special Materials: (Describe and indicate approximate cost.)

13. Methods of Instructmn Check all that apply

a.  Traditional Classroom X

b.  Self-Paced __ - X

¢. ‘Technology-Mediated X

d.  Other:
Prepared by:Julio Padilla____ Date:January 23, 2003
Revised by:Julio 'Padilia' o ' - Date January 23, 2003

~ Instructional Managér Approval:_

' ’Vl ,(L Date; |

Cisco 3 4
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Jan-03 |



Ohlone College
Ohlone Community College District

Articulation Agreement

Ohlone College and Mivssionr Valley ROP agree to articulate the following courses:

High School/ROP course(s):

Ohlone College course(s):

- Cisco Network Academy IV

CS 186D WAN Design & Support - stco Networking Academy v (3 umts)

In _order to be eligible for Career Prep college credit, a_student. must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mytually identified and agreed to by the
facultles of both mstltuuons at an “A” or “B” grade level. '

High School Faculty

:Tu lc:- ém

pdw/ f% MZB—GB

51 natme . date

District Admlmstl ator/Site Principal

K <’ /%rwmm e

pr mtnaf

sigﬁ‘éfure ) date

District Articulation Coordinafor

/%MBS% /Awu/u

prin nm e
signdture date '

v College Faculty
CEORGE

wlodly

print name

/é;om & //f"f ’%5?3%3

s1 gnatun’é ate

Ohlone College Division Dean

iwm ()1 Qa,w

sxgna ure

puntname
} Z"\ Zp /}"/%’ ?’
&

Ohlone Vice Pr esndent, Educational

Services. N

T [M«q WA 66

print name

- { i/ o
signature Sommedale -



OHLONE COLLEGE

CAREER PREP

COURSE OUTLINE

with

Mission Valley ROP

Name of R.O.P. or High School District

4. Type of Course: ROP x

College Prep.

Advanced Placement

6. Prerequisites:

Algebra/ good math skills

' _ General ‘

Corequisites:

5. Lecfure/Lab _
Lec. hrs. per week __3
Lab. hrs. perweek __7

1a. Ohlone College 2a. Conrse Name: Units: |3a. Length of Course:
Course No(s) ' ' ' 1 Semester
: 1 Year - _
CS186 D WAN Desngn and Summlt 13 Other (specify) Owks
y- Clsco Networkm o TV ' o
'| 1b. ROP or High 2b. Course Name: | Units: |3b. Length of Course:
School Course No(s) , S -1 Semester '
- Cisco Networking Academy : 1 Year X
| TCCB ¥ - . 20 Other (specify)

~ Advisory:

Knowledge of oneratmg

systems

7. Course Description: Our Cisco Network Academy course will prepare you for the
field of internet specialist with a series of four special courses rolled into a year-lon, two
hour program. Instruction includes the fundamental concepts LANs, WANS, and the
Internet through interactive multimedia curriculum developed by Cisco. Students will
- apply their knowledge with hands — on laboratory exercises. This certificate program will
help prepare students to successfully comp0lete the Cisco Certified Networking Associate
Certification. The course is accelérated and assumes prior knowledge of computer
- hardware and operating systems.

Cisco 4

Jan-03




8.  Student Performance Objectives: Please include pérformance objectives for the lecture and
laboratory components of the course. ‘ :

The student wil: (see course outline)

9.Course Content: Please include a detailed outline with subheadings and examples where
-appropriate. If this-course has a laboratory component, include a detailed outline with
subheadings for the topics covered in the lab and note major skills learned. Also include any
culturally diverse perspectives or technical tools offered in the course. If additional space is
- needed, attach on separate paper. See Guidelines for Course Proposal Form for description
~of outline required. o

(See course outline)

Ciseod . . : 2 , Jan-03



10. Methods of Evaluatid'n obr’ Measurement of Stude_nt Achievement:

A.  Written Assignments: 20% (approximate % of grade)

x__Essay Exam(s) Writing Assignments are NOT

__ Term or Other Paper(s) appropriate because course is:
__ Journaling — Primarily Computational or Non-
_x_Lab Repori(s) Computational Problem Solving
___ Written Homework . Primarily Skill Demo
___Reading Report(s) ___Other
___Project(s)
___Portfolio -
___ Other (specify)
B. Comp/Non Comp/Prob ~ C. Skill Demonstrations  D. Objective Exams
Solving »
 (approx 25 %) (approx _30%) (approx 25 %)
x__ Exam(s) . x_ Class Performance(s) _X__Multiple Choice
% Quizzes - ~___ Field Work _x__True/False
— Homework X Performance Exams _x__Matching
___LabReport(s) ___ Other (specify) ~ _x__Completion .
- ___ Field Work - ' ' ___ Other (specify). =

—__ Other (specify) -

Cisco4 : _ ' ‘ 3 " Jan03



11. Ohlone College Credit by Exammatlon

'The following method(s) of evaluatlon listed above, will be utlhzed for the purpose of

Ohlone College “Credit by Examination”

Labs & Tests, written final online »

12.  Student Materials-Means of Achieving Objectives:
Text: Official Cisco Curriculum is Web Based)

Supp leméntai Text:

" Special Materials: (Describe and indicate approximate cost.)

13. Methods of Instruction: Check all that apply.

a. Trad1t1onal Classroom' .' X
b Self: Paced X
. Technology—Medxated : X
d.  Other: v |
‘Prepared By:Julio Padilla ' ] Date'Jaﬁuary 23, 2003
Revised by:J uho Padilla____ : Date January 23, 2003

Instructional Manager Approval; (Zé%‘ ﬁﬁ A fﬁ%bék/ ' Date:
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Ohlone College
Ohlone Community College District

Articulation Agreement
Ohlone College and Mission Valley ROP agree to articulate the following courses:

High School/ROP course(s):
Careers in Education (Careers with Children) 1 & 2

Ohlone College course(s):
ECS 300 - Introduction to Early Childhood Studies

In order to be eligible for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agreed to by the
faculties of both institutions at an “A” or “B” grade level.

High Scheoel Faculty College Faculty
Sava medw Janice. L Jones
prmt name print name
) %7{/\4\_, 0‘/0’(,\5—4()/1/\/ 5-1-05 gim . %N)A) 5//&/05
signature date si; date
District Administrator/Site Principal Ohlone College Division Dean
T 4. ©e142D Mikely v Ste ey

print name

/ z,
signhiuse™ “ date signature date

Ohlone Vice President, Instrution

rman . _LAMES URIGH [

print name
SH7-eS" S-6~05"

signature H/




OHLONE COLLEGE
CAREER PREP

COURSE OUTLINE

with

Name of R.O.P. or High School District

la. Ohlone College 2a. Course Name: . Units: |3a. Length of Course:
Course No(s) - Introduction To Early Childhood 1 Semester__
ECS 3060 Studies — ECS 300 _.3 1Year _x
1b. ROP er High 2b. Course Name: Units: |3b. Length of Course:
School Course No(s) Careers In Education (Careers ' 1 Semester____
802281 With Children) 1 & 2 20 1Year _x_
4.  Type of Course: ROP. _x 5. Lecture/Lab
College Prep. Lec. hrs. per week 5(average)
Advanced Placement . Lab. hrs. per week 5(average
General (out of a total of 380 class/lab hrs. per school
Year) '
6. Prerequisites: _ Corequisites: ' Advisery:
TB Skin Test; 8" Grade None __Yes
Reading & Writing Level or :
Above '

7.  Course Description:

This course is a one-year, 20 unit +, entry-level course. A second year course may be offered, with
successful completion of the first year, at 20=units. Both classes are designed to prepare students
for employment in childcare programs and-to offer students an opportunity to explore the world of
teaching. They will have an opportunity to work with young children while learning child
development, teaching techniques, workplace skills, and team building. Students receive formal
classroom instruction and on-thejob training. Through community classroom sites students will
build confidence and will gain valuable hands-on experience working with young children. Taking
the course will provide students with the skills and expertise needed for entry lével pre-school,

242 Course Outline template 09-02[1] 1 Fob-05




Elementary, or special education aide positions in the childcare field whilesattending high school or
college. '

2+2 Course Outline template 09.02[1] 2 Feb-05



8. Student Performance Objectives: Please include performance objectives for the lecture and
laboratory components of the course.

The student will: Engage in lectures given by the instructor which includes child development
theories such as: cognitive, social, emotional and physical development. The student will be given a
written exam in the mentioned subject matter areas during the appropriate scheduling of testing.
The student will also be evaluated at their various lab sites in areas of team building, curriculum
planning, multicultural awareness, health & hygiens, attitude, behavior, appearance, communication
skills, work quality, and time management.

9. Course Content: Please include a detailed outline with subheadings and examples where
appropriate. If this course has a laboratory component, include a detailed outline with subheadings
for the topics covered in the lab and note major skills learned. Also include any culturally diverse
perspectives or technical tools offered in the course. If additional space is needed, attach on separate
paper. See Guidelines for Course Proposal Form for description of outline required.

COMPETENCIES

Student will gain knowledge in:
 Guidance of Children — Age & stage of child growth and development
® Understanding Children — Prenatal, infant, toddler, preschool & adolescent development; also
multi-cultural awareness with respect to curriculum activities which represents cultural
awareness/diversity
¢  Child Development Theories — Cognitive, social, emotional
LAB COMPONENT ’

Student will develop/gains skills in:
¢ Record keeping & charting
Safety practices & nutrition
Parent involvement
Discipline & teamwork
Teambuilding, leadership, work ethics, professional growth, workplace issues, attitude, behavior,
appearance, communication skills, work quality and time management skills

CURRICULUM PLANNING

e & 9 ¢

e Setting up and scheduling
e Age and stage appropriateness

® Selecting toys and equipment

242 Course Outline template 09-02[1] 3 Sep-04



* Leading activities in: Language, are, music and movement, math, science and sensory,

- large motor, small motor, construction and manipulatives, language and literature,
computer and planning a developmentally appropriate curriculum for children with special
needs, anti-bias curriculum and multicultural experiences/awareness

242 Course Outline template 09-02f1] 4 Sep-04



10.  Methods of Evaluation or Measurement of Student Achievement:

A. Written Assignments: 20 % (approximate % of grade)

__ Essay Exam(s) Writing Assignments are NOT
—__ Term or Other Paper(s) appropriate because course is:
____Journaling —_ Primarily Computational or Non-
___Lab Report(s) Computational Problem Solving
_ Written Homework ____ Primarily Skill Demo
—_ Reading Report(s) ___Other
___ Project(s)
___Portfolio
— Other (specify)

B. Comp/Non Comp/Prob- C. Skill Demonstrations D. Objective Exams
Solving

(approx _20 %) (approx _40 %) (approx 20 __ %)

___ Exam(s) __ Class Performance(s) ___ Multiple Choice
__ Quizzes ____ Field Work _ True/False,
___Homework __ Performance Exams . Matching
___Lab Report(s) ___ Other (specify) __. Completion
__ Field Work _. Other (specify)-
___ Other (specify)

242 Course Outline template 09.02[1] 3 Feb-0§



11.  Ohlone College Credit by Examination:
- The following method(s) of evaluation, hsted above, will be utﬂnzgd for the purpose of
Ohlone College “Credit by Examination”

12.  Student Materials-Means of Achieving Objectives:

Text: Herr, Judy, Working With Young Children, 3" ed., The Goodheart-Wilcox Company, Inc.

1998

Supplemental Text:

Special Materials: (Describe and indicate approximate cost.)

13. Methods of Instruction: Check all that apply.
a.  Traditional Classroom X
b.  Self-Paced
c.  Technology-Mediated

Other:

s

Prepared by: Lynda Lowe-Montgomery Date: 10/11/04

Revised by Sara Crowder/Resource Teacher & Lynda Lowe-MontgomeryDate: 11/20/04

242 Course Outline template 09-02[1] 4
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Ohlone College
Ohlone Commumty College District

“Articulation Agreemenf
Ohlone College and Mission Valley ROP agree to articulate the following courses:

High School/ROP course(s): :
’ Multimedia & Web Page

Ohlone College course(s)
MM 102A Multimedia I (4 umts)

In order to be eligible- fo1 Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully

- complete the credit by examination component mutually identified and agreed to by the
facultles of both 1nst1tut10ns at an “A” or “B” grade level.

High School Faculty ‘ o College Fflculty .
AL leeil- Ht/m‘fér o LQ\U'S
pr int name pr lﬂt name
@/(’m/élﬂz / /”i‘5 oM 1 pin. Yao/os
signature date sxgnatuu, . date E
/st:4et~Am.;1|1115tra or/Site Principal ~ Ohlone College DlVlSl(liS&‘m
¢
ERL /77/7’,4//1/ , SHeders wa

print name

b33 ng/éﬂ A(,Qv.%/b:-f/

e mft name

fature V. daid/ ‘ /. signature . date U
Dlstrlct Al tlculatlon Coordmatm Ohlone Vice Presideht, Educational -
. Services ~
)‘{/ \/55&’ /JJW[/AJ | A T Ao i
print} ml c : ~printname

@&M Z(M/LZ/L //95/3%

“Signature / dale : signaturg




OHLONE COLLEGE
CAREER PREP
COURSE_OUTLINE

- with
Mission Valley ROP.
la. Ohlone College 2a. Course Name: Units: |3a. Length of Course:
Course No(s) ‘ ‘ ' 1 Semester _ x
o 1 ,‘ 1 Year . '
MM102A . Multimedia I 4 Other (spec1fy)
| 1b. ROP or Hi‘gh‘ ) 2b. Course Name: | Units: | 3b. ’Length of Course:
| School Course No(s) | o : _ 1 Semester
B . A : 1. Year X
TCDB Multimedia & Webpage 220 |°° Other (specify) __
4.  Typeof Course:: R.OP. _x : 5. Lecture/Lab v
v College Prep. Lec. hrs. per week _10
Advanced Placement , Lab. hrs. per week ___
General ’ o _
6. = Prerequisites: Corequisites: Advisory:

Basic computer operations None : Age 16 + for ROP
Electronic File Management : ‘ :

: Course Descrxpnon “Web Design & Multiiedia is a yearlong 20 unit, 2 hour a day course This course
“is an in-depth study of the use of computers in the multimedia industry today The course initially

concentrates on simple web page design and HTML. Students will gain experience in writing,

documenting and debugging code. Telecommunications, Internet search skills and HTML will be
. sharpened as students learn to design web sites. Computer graphics, animation, interactivity design
project management and multimedia techniques will be introduced to enhance web sites, animated movies
and CD authoring projects. -Students will be using application software currently in use and w111 become
familiar with operating systems, file management and local area networks

7. :

Kitty 242 ’ . . -1 . ' Jan-03




8. Student Performance Obj ectlves. Please include performance objectives for the lecture and
laboratory components of the course. .

The student will: (see course outline)

9. Course Content: Please include a detailed outline with subheadings and: examples where
appropriate. If this course has a laboratory component, include a detailed outline with
subheadings for the topics covered in the lab and note major skills learned. Also include any
culturally diverse perspectives or technical tools offered in the course. If additional space is
needed, attach on separate paper. See Guidelines for Course Proposal Form for descnptwn :
of outline required. (see course outline)

Kitty 242 : o 2 Jan-03



10. “Methods of Evaluation or Measurement of Student Achievement;

A.  Written Assignments:30% (approximate % of grade)

___ Essay Exam(s)  Writing Assignments are NOT
—Term or Other Paper(s) appropriate because course is:
___Journaling ___ Primarily Computational or Non-
__Lab Report(s) Computational Problem Solving
x_ Written Homework __ Primarily Skill Demo
___Reading Repori(s) _ Other ,
_x_Project(s) ’

_x Portfolio

___ Other (specify) ‘

B. V-Comngon Comp/Prob C. Skill Demonstrations  D. Objective Exams

Solving ,

" (approx _ 20 %) " (approx _40%) (approx _10 %)
_x_Exam(s) _x_ Class Performance(s) _x_ Multiple Choice
_x_ Quizzes _x_Field Work ‘ _x_True/False
- ___ Homework - _x_Performance Exams ___ Matching
. Lab Report(s) _x Other (specify) —_ Completion
_x__Field Work Oral presentations using ~ _x_Other: Diagramming
_ Other (specify) technology : ' -

Kitty 242 : ' 3 ‘ ‘ : Jan03



11.

Ohlone College Credit by Examination:
The following method(s) of evaluation, listed above, will be utilized for the purpose of
Ohlone College “Credit by Exalmnatmn
Wiritten homework project based and team assignments, objective testmg, and research
~ base projects.
12.  Student Materials-Means of Achieving Objectives:
Text; Director 6 and Lingo Authorized (Macromedia Press Series). Peachpit Press 1997
Supplemental Text Dreamweaver3 HOT Hands On Training,. Lynda Weinman and Garo Green,
Peachpit Press, 2000
 Flash HOT Hands on Training, Kymberlee weil and Garo Green Peachplt
Press 2002
Special Materials: CDescrlbe and indicate approximate cost.)
Macromedia Director software $3500 per 30 liscenses. |
13, Methods of Instruction: Check all that apply
a.  Traditional Classroom " X
b.  Self-Paced . L
c.  Technology-Mediated - X
d. Other:
Prepared by: KittyCecil-Hunter__ | | Date: January 22, 2003
Revxsed by: Kitty Cecil-Hunter Date: Japuary 22, 2003

Instructional Manager Approval é 2/ ) Date; 7/2922 FA

Kitty 2+2
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MISSION VALLEY
REGIONAL OCCUPATIONAL PROGRAM

COURSE OUTLINE

Course Title: Web Design & Multimedia
CBEDS Title: Web Design

CBEDS Code: 2455

Length Of Course: 360 hours

Articulated Col_lége Credit: Computer Studies, Ohlone College

Job Title/DOT Codes:. v

Entry Level Employment (High School Graduate):

1. Commercial Artist ' : ‘ 141.061-038

2. Designer | 141.051-01

Téchnician Level (Community Colleg'e/Technical sclmol/Gi'aduate):.

1. Graphic Desigher _ 141.061-018

2. Animator " . 141.081-010
3, Iliustrétor : ' » S - 141.061-030

Professional Level : .

1. Art Director B 141.031-01

2. Cartoonist . | - | 141.061-010

3. Industrial Designer | 142.061-026

Mission Valley ROP v | ~ Course Outline

Rev: 1/23/03 © Page 1of12

Web Design & Multimedia



Course Description: Web Design & Multimedia is a yearfong 20 unit, 2 hour a day eourse This
course is an in-depth study of the use of computers in the multimedia industry today. The course
initially concentrates on simple web page design and HTML. Students will gain experience in
writing, documenting and debugging code. Telecommunications, Internet search skills and
HTML will be sharpened as students learn to design web sites. Computer graphics, animation,
interactivity design project management and multimedia techniques will be introduced to
enhance web sites, animated movies and CD authoring projects. Students will be using
application software currently -in use and will become familiar with operating systems file
management and local area networks. -

Hours: ' 360
Recommended Prerequisites: Complete computer applications/operations, or computer

graphics course prior to enrollment in this course.
Recommended keyboarding speed: 25 words per minute.

Déte of last revision; i alinéry'ZZ 2003
© Articulation: , . 1999 2 + 2 Articulation Agreement with Ohlone Commumty
‘ . College
Academic Credit: | ~ None
C.ertific.ates.: | : Mission Valley ROP Course Competency Completion
-Mission Valley ROP Course Outine. , ~ Web Design & Mulimedia

Rev: 1/23/03 ’ ) Page 2 of 12



COURSE OUTLINE
Multimedia and Web Page Design

Class CC

L Workplace Basxc Skills and Behavnors (integrated throughout .20
course)

Cowy32

E.

Applies Skills learned in class

Analyzes information and makes decisions
Communicates verbally and in writing

Works independently and as a team member in a dwerse
workplace

Works reliably, respons1b1y, and ethmally

1L Introductlon to Course = . 2 10

A

B.

L. Equlpment Operations - o ' 3 10

Learns about ROP course requirements, regulatlons and
procedures :
Reviews course syllabus and student expectauons

A Performs basic computer operatlon mcludmg proper start up

HOoOWw

=

Iv. Terminology : 5 15

A

B
C.
D

and shut down procedures
Identifies the hierarchical structure

Performs quick search and launches files and applications

Utilizes network, stores and exchanges information
Performs basic troubleshooting techniques relating to, files,
printing, peripherals and network

Identifies system requirements for software usage

Explains computer terminology related to system operations

. Applies design terminology of layout, proximity, ahgnment

repetition, contrast, shape and color
Demonstrates knowledge of typography mcludmg weight,
personality and readability

. Defines key terms related to the electronic design mdustry and-

can distinguish between word processing, page layout, web =

~ design and other graphics, or animation software uses

Identify basic Internet terminology mcludmg popular
acronyms - .
Define the terms server-side programs and Chent—sxde
programs.

Interprets copyright laws

CVE
20

10

- 10

15

Mission Valley ROP : Course Outline ' _ Web Design.& Multimedia -

Rev: 1/23/03
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Class CC

V. File Management and Integration ‘ 10 15

A
B
C.
D
E
E.

-G

. Creates, saves, moves, copies, opens, closes.and deletes files

and directories (folders)

. Moves, creates backups and copies ﬁles to various peripherals

and types of storage
Performs file maintenance and understands the need to do so

. Selects various file formats in relation to final output
. Manipulates files for downsizing and space consideration

Integrates software applications and shows an understanding of
how they work with, and are supported by the operatmg

system

Demonstrates an ability to manage font files -

VL. Creative and Technicsl Process Of Project Manégement , 90 30

A

ZoEEUn W

LR

Demonstrates an understanding of conceptualization
techniques to include: brainstorming, planmng, storyboarding,
and group-project interaction

Identifies and defines audience and selects appropriate format
materials and elements 7
Define and document project purpose and requlrements :
Establish objectives

Develop a strategy

Have project plan approved -

Interview content experts

Selects appropriate layout format, proportions and copy
placement using grids and guides

Prepare list of components and system requ1rements

-Applies the elements of design

Integrates graphic, text, sound and motion
Plan testing strategies to be used.

CVE
15 -

30

Mission Valley ROP ' -Course Outline Web Design & Multimedia

Rev: 1/23/03

Page 4 of 12



: o Class CC CVE
VII. Web Page Design _ - 90 30 30.
A. Web fundamentals and browsers ‘
1. Describe the structure of the World W1de Web
2. Learn the basic principles of Web documents
3. Navigate the Internet using a browser.
4. View and HTML file in a Web browser,
B. Downloading and Uploading files _
1. Use a browser to download text, graphlcs sound and
digital video.
2. Use FTP totransfer filesto a host computer
C. HTML code for text and graphics
-Create an HTML document.
2 Tag text elements to create headmgs paragraphs and
lists.
3. Control text attributes with character tags.
4. TInsert an inline graphic image.
D. Hypertext links and anchors. '
1. Create-hypertext anchors between elements w1th1n a
document. :
2. Create hypertext links between one document and
another and to pages on the Internet.
- 3. Create hypertext links to various Internet resources.
E. Web page structures ‘
1. Create a color scheme for a web page.
2. Insert a background image into a web page.
3. Create image maps.
F. Use of color and graphics
-Apply spot color,
2 Convert graphic to G]F of JPG formats for web page
design.
3. Control the placement and appearance of imagesona
Web page.
G. Tables and frames
1. Create a text table.
2. Control the appearance of a table and text.
3. Define a table header and caption.
4. Create table cells that span multiple rows or columns.
5. Create a framed presentation containing multiple pages.
6. Control the appearance and placement of frames,
7. Control the behavior of hyperlinks on a page with
frames.
Use target names to spectfy the target for a hypertext
link. - .
H. Designing customized forms
1. Identify the elements of a web form.
2. Use form elements to create a web page for user input.

Mission Valley ROP . Catirse Outiine “Web Design & Multimedia
Rev: 1/23/03 _ Page 5 of 12 . o

&



3. Work with form properties.
4. Learn how to send data from a form without using a
CGI seript.
I. Programming with JavaScript
1. Define the terms server-side programs and Client-side
programs,
Use a simple javascript to send output to a web page.
Identify variables and data. '
Work with expressions and operators.
5. Create a JavaScript function.
T Addmg multimedia components ‘
1. Work with external and embedded 1nu1t1med1a ﬁles
Add a background sound to a web page.
Enhance a web page with sound and video. -
‘Create a scrolling marquee.
Create and insert an animated gif.
Create and embed a flagh shockwave movie.
Site management

Eall

TN o RN

. Mission Valley ROP : ) Course Outline Web Design & Multimedia
Rev: 1/23/03 - Page 6 0f 12 .



' Class CC
VII. Graphics and Animation for the Web 40 - 30
A. Graphic format

1. GIFs & JPEGs
2. Providing image alternatives
3. Adding transparency
. Creating buttons and banners
1. Using images for links and navigation
2. Controlling height and width attributes
. Creating animated gifs
1. Intro to animation
2. Tools for animation
3. Controlling speed
. Intro to Flash and drawing tools
1. Working in the Flash environment -
2. Draw, edit and move shapes
3. Creating simple objects
. Layers, Imported Art, Symbols and Instances
1. Creating, locking, editing and arranging layers
2. Making layers active, visible and 1nv151ble
3. Import color sets
4, Convert artwork to symbols
5. Using the Library .

. Animation

L., Creaté motion tween :
- 2. Use the timeline to create animation
3. View and edit multiple frames
- 4. Create a motion guide
. Scenes, Actions and Buttons
1. Use scenes to organize the mov1e
2. Create buttons
3. Attach actions to frames and buttons
. Sounds '
1. Insert sounds and streaming sounds
2. Change the effects of a.sound
Publishing to the web
1. Use the publish feature to prepare and export Flash
files
2. Using Flash in web pages

Page 7 of 12
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Class

IX. Multimedia 90

A

G.

Saoftware program basics
1. Identify program basic components.
Create a director file.
- Import a graphic image.
Create and modify text.
Display images on the screet.
6. Create an animation. '
Animated Bulleted Lists ,
1. Apply ink effects to sprites.
Sequence sprites in a score.
~ Use the paint window to create a graphw cast member.
~ Apply a gradient color effect
‘Align sprites.
Name cast members.
7. Insert keyframes to create animation,

2 e

@ RPN

, Reversmg Animations

1. Set a background color for a movie.
2. Set a movie tempo.

3. Import graphics and text files.

4. Reverse animation sequence,

. Transi{ions,.Sound and Video

1. Use screen transitions.
2. Exchange cast members.
3. Add sounds to a movie.
4. Add a digital video to a movie.
Adding Interactivity
1. Add navigation- markers to the score.
2. Use commands for nav1gatxon
3. Createa play—only version of a movie to distribute to
end-users.
Scripting Basics and Navigation :
1. Learn the difference between a script and a behavior,
“ Write a script.
Use the message window to watch a script perform.
Set up a main menu to wait for user interaction.
Add navigation buttons.
Branch to another movie.
7. Implement a Quit button.
Animation Techniques
1. Create a circular animation.
2. 'Record mouse movements in real-time,
8. Leave a trail of sprites on the stage.

oos BN

H. Keyframes and Layers

1. Copy and move cells simultaneously in the score.

CC
30

30

Mission Valley ROP ' " Course Outline ' - Web Design & Multimedia

Rev: 1/23/03
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“ Create key positions for an animation,
Constrain the movement of sprites.
Apply tweening to show movement between keyframes.
Layer sprites below and above each other.
- 8. Make a sound play contlnuously
I. Film Loops and Buttons
1. Encapsulate several cast members in one cast member.
2. Create keyframes for a film loop cast member,
3. Add interactivity to a movxe by creating buttons that
user can click.
J.  Adding a Third Dimension
1. Create several types of 3D objects.
‘2. Navigate in 3D space.
3. Import artwork and transform it into 3D objects
‘4. Apply materials to surfaces. -
5. Render a finished image.
K. Enhancing Images
1. Paint with brushes to achieve spec1al effects.
Import images into documents.
‘Combine images using objects.
Apply textured brush strokes.
Use a channel as a mask.
8. Createa drcp shadow.
L. Editing Sound Files
1. Record a simple wav file.
2. Edit a wav file. A
3. Control the volume of a sound file.
M. Sprite Properties and Palettes .
1. Set a movie palette.
2. Use grid settings to align objects.
3. Use the tool palette to color sprites.
4. Modify the dimensions of a sprite.
5. Add a sound and set a tempo.
N. Color Cycling and Blends
1. - Change the background transparent color of a sprite.
. 2. Use an animation technique to cycle colors.
3. Apply blends to a sprite to fade out an image.
4. Define a color gradient.
‘0. Multimedia file for the Web
1. Obtain and install Shockwave plug-in for a browser.
2. Preparea Director movie for distribution over the
Internet,

'.m.#.w!v

WP?N

Mission Valley ROP o ~ Course Outline . Web Design & Multimedia
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Class CC CVE
X. Video Editing for the Web - , : 20 30 30
: A. Knowing the work area '
- 1. Working with Project, Library and Bin windows
2. Working with and navigating the Timeline
3. Working with the Monitor window
4. Working with tracks
5. Using Palettes
B. Intro to digital editing
Measuring video time
Exploring frame size and resolution
Understanding video data compression
Capturing video
Understanding transparency and superimposing
Using audio
C. Basw editing - »
1. - Importing clips
- 2. Methods of working in Premiere
‘3. Trimming and assembling clips clips
4. Fine-tuning in the Timeline
5. Exporting the mov1e
D. Adding transitions.
1. About transitions
2. Overlapping clips
3. Applying transitions
4. Previewing the transition at the 1ntended frame rate
E. Adding audio .
‘Importing and organizing clips
Creating an L-cut '
~ Using markers to synchronize clips
‘Overlaying video without sound
Adding audio clips
Fading audio in and out .
Exporting the movie
F. Creatmg a title .
1. About titles
2. Creating a simple title
3. Creating a graphic image in the Title window
4. Creating rolling titles :
, 5. Previewing titles
G. Superimposing
1. Superimposing clips
2. Creating a split screen
3. -Applying transparency key type
4. Fading clips
H. Adding motion
1. Applying a motion path to a still image

Mission Valley ROP - Course Outline ' Web Design & Mulimedia
Rev: 1/23/03 Page 10 of 12 . . '
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2. Applying motion settings and transparency
3. Creating a traveling matte
I. Applying video and audio filters
Why use filters? A
Applying and changing filters over time
Copying filters and settings
Applying audio filters ‘

el

Mission Valley ROP . Course Qutline
Rev: 1/23/03
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Page 11 of 12



LTS

Class CC  CVE
XL Content Area Skills/ Laboratory Actlvmes (Infused throughout
course)
A, Practices work place safety and OSHA guidelines and requirements
B. Knows about Materials Safety Data Sheets and understands that
they must be accessible
C. Demonstrates knowledge of computer viruses and protection
© software
D. Applies relevant professional ethics and exercises confidentiality
E. Identifies the need to back up data and demonstrates the ab111ty to
doso -
XII.  Personal and Employability (Infused throughout course)
A. Demonstrates initiative, rehabﬂu:y, problem solving techniques and
leadership
B. Works with and relates well to co-workers as an 1nd1v1dual andina
team. :
C. Understands abides by the mission statement and established .
- philosophy.
‘D. Develops company loyalty and respect for authonty
XIIL. ,General Work Place and SCANS Skills (Infused throughout
course)
A. Reads
B. Writes
C. Performs mathematics
D. Listens.
E. Speaks
F. Thinks carefully, cognitively, independently while applymg
.. research and performance skills
G. Thinks cr,eatwely
H. Makes decisions
I Solves problems : : -
J. Learns and reasons well with knowledge gained ﬁom evidence and
research.
XIV. Job Acquisition Skills ’ 7' 0 5 5
- A. Performs employment research , '
B. Completes a through job applications -
C. Prepares a resume and portfolio
D. Develops effective interviewing skills
E. Practices effective follow—up techniques
Total Course Hours (for 20 units of hlgh school credit). 360 255 2558
Total Hours of Approval 615
Mission Valley ROP ' Course Outline ’ ) ‘Web Deslgn & Multimedia

Rev: 1/23/03 Page 120f 12



Ohlone College
Ohlone Community College District

Articulation Agreement
Ohlone College and Mission Valley ROP.'agTee to articulate the following courses:

High School/ROP course(s):
Dreamweaver

Ohlone College course(s):
MM 107 Introduction to Dreamweaver (.5 units)

In order to be eligible for Career Prep college credit, a student must demonstrate mastery
of the competencies and skills included in the Career Prep course outline and successfully
complete the credit by examination component mutually identified and agreed to by the
faculties of both institutions at an “A” or “B” grade level.

High Schoeol Faculty C Iege Faculty
Ellen  Mutsgm ‘lac M. Lewis
print name prmt name |
%L/ﬁ a%/”‘ @J{W‘m AU 9/ 7/
signature date : signature date
District Administrator/Site Prmc1pal OhloW;/l? gi)ms Dea {/‘ /R
Lick /716://%!!717 18 lkl A
prmt name printname -
o 57105 W/}Z;ZNMM ///W 02
signature ‘date signature
District Articulation Coordindtoy. " Ohlone Vice President, Educatmnal
Sewies

Alyossi Lyrh - v WM L 1y
prmt namé prmt,name,.

/2 i< x‘(i)ﬁ’)[/ o )-0% f( C N-2N-03

sxgnature t{) S s= Euy/ date




OHLONE COLLEGE

2+2+2
REQUEST FOR ARTICULATION :

HicH SCHOOL/ROP DISTRICT ORIGINATING REQUEST:
Name of high school/ROP district: MISSION VALLEY ROP

Contact Person: Ellen L. Mufson

Address: 40230 Laiolo Road
Phone: 510-657-9032 Contact Hours: 8 AM to 3 PM

HiGH SCHOOL/ROP COURSE SUBMITTED FOR ARTICULATION:

Course No.:

High school/ROP course title: Dreamweaver
*Submitting district will include completed Course Outline (form/disk fo be provided by Ohlone College)

PPROPOSED ARTICULATED OHLONE COLLEGE COURSE:
Dept. & Course No.: Introduction to Dreamweaver

College course title: MM107 . ' .
For Ohlone College use only

Date of receipt of request by Office of Instruction:

Date of submission to Division Dean:

Date of submission to Instructor:

Division Dean’s Name: Date:

Action by Division Dean:

(if request is disapproved, complete Articulation Denial form and distribute to all parties)
Instructor’s Name: Date:

Action by Instructor:

If request is approved, the Division Dean will complete an Articulation Agreement form, obtain
approval signatures, and forward all documents (including high school/ROP and Ohlone College
course outlines) for processing and distribution.

Date:

Please send completed request and course outline to Susan Myers, Career Prep Program, Ohlone College, 43600
Mission Blvd., Fremont, CA 94539-0390

2+42+2 Reguest form 10-02{1] 27-Feb-03






Page 2 Dreamweaver
o Select objects, access and use the objects palette
o Use and access the properties inspector and launcher
¢ Manipulate Dreamweaver objects
9. Course Content: Each of the segments below contains Hands-On exercises to align with the
text.
Getting Started (4 Hours)
# Dreamweaver Tools
= The Dreamweaver Environment
= Arranging Your Workspace
® The Launcher
¥ Planning Your Site
#r The Document Window
# The New Toolbar
#r Measuring in the Document Window
# Looking at Code
- = The Object Panel
» Dreamweaver Objects
= Selecting Objects and Code
$y The Properties Inspector
@ Invisible Elements and History palette
f#y Evaluate web pages and design elements
Setting Up a Local Site (6 Hours)
# The Sife Window
»  Setting Up a Local Site
* Editing and Deleting Local Sites
* Site window Tips and Shortcuts
*  Moving Files
# Managing Assets and How They Work
* Using the Assets Panel
* Previewing and Inserting Assets
» Using Favorites and Nicknames
* Editing and Sharing Assets
Basic Web Pages (10 Hours)
f Creating and Opening Html Files
@ Creating Content
»  Page Properties
* Modifying Page Color and Background
% Saving and Saving a Copy of a File
¥ Previewing and Printing From a Browser
& Colors and Web Pages
#r Colors and Windows
#r Colors for the Mac
Editing HTML (6 Hours)
¥ About HTML
= Learning HTML
®  Working with Code and Code Options
* Using Code Reference and Quick Tag Editor
* Selecting Parent and Child Tags
# Inserting Comments
@ Setting HTML Preferences
@ Cleaning Up HTML

Elin 2+2Dreamweaver Articulation 2 Feb-03




Page 3 Dreamweaver
Working with Images (8 Hours)
f Placing an Image
& Ihserting Images with the Assets Panel
@y Selecting an Image
# The Property Inspector
» Image formats and properties
= Appearance and Layout Properties .
= Page Loading Properties
# Image Editor Integration
Working with Links (8 Hours)
# Relative Links
# Making Links
* Image Links
Using Named Anchors
Pointing to a File
Linking to an e-mail Address
* Linking to a Section of a Page
#y Opening Links in a New Window
# Aiming Targets ‘
# Changing Link Colors
# Smart Linking Strategies
Inserting and Playing Media (4 Hours)
#r Image Rollovers
# Using Navigation Bars
# Using Sound Files
# Sound File Parameters
# Netscape Plug-ins
Shockwave and Flash
Creating Flash Objects in Dreamweaver

&
&
# Java Applets
&
g

ActiveX
Extra Parameters
Fonts and Characters (6 Hours)
¥ Placing Text
# ' Changing Font Size and Font Face
¥ Using Text Styles
* Physical Text Styles
= Logical Text Styles
& Creating a Font Group and Changing Font Color
&
&
&

Special Characters
Find and Replace
Checking Your Spelling
Paragraphs and Block Formatting (10 Hours)
¥ Paragraphs versus Line Breaks
= Paragraph Properties
= Headings
= Preformatted Text
¥ . Formatting Lists
#r Aligning Paragraphs
# Indenting Text
# The Nonbreaking Space
¥ Inserting Ruled Lines

Elm 2+2Dreamweaver Articulation 3

Feb-03



Page 4 Dreamweaver
# Setting Up Tables
*  T.ayout Tables
Inserting a Table in Standard View
Drawing a Layout
Selecting, Resizing and Moving Layout Elements
Dragging Columns and Rows in Standard View
Width Setting in Layout View
Merging and Splitting Cells
Adding Content to a Table
Aligning Tables and Content
Changing Table Size and Layout
Adjusting Table Spacing
Working with Table Borders
Coloring Tables and Setting a Background Image
Inserting Tabular Data
Exporting Tables
= Sorting Table Contents
#® Frames and Framesets
Managing Your Web Sites (8 Hours)
@ Putting Your Site Online
»  Setting Up Remote Info
»  Connecting to Your Server
= QGetting and Putting Files
¥ Synchronizing Modified Files
¥ Refreshing and Switching Views
# Using the Site Map
# Managing Links
¥ Changing a Link Sitewide
¥ Sharing Assets Between Local Sites
&
¢

Site FTP Preferences
Accessibility Guidelines--Bobby
#r Web Hosts o
(20 Hours devoted to developing web pages as described in item 11.)

10. Methods of Evaluation or Measurement of Student Achievement:

A. Written Assignments: % (approximate % of grade)

___ Essay Exam(s) Writing Assignments are NOT

___ Term or Other Paper(s) appropriate because course is:
____Journaling ___ Primarily Computational or Non-
___Lab Report(s) Computational Problem Solving
_ Written Homework _X Primarily Skill Demo

___ Reading Report(s) Other

___Project(s) ’

__ Portfolio

___ Other (specify)

Elm 2-+2Dreamweaver Articulation 4 Feb-03
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11.

12.

13.

Page 5 Dreamweaver

B. Comp/Non Comp/Prob C. Skill Demonstrations D. Obiective Exams

Sblving
(Approx _ 10 %) (Approx __ 40 %) (Approx __50%

%)
___ Exam(s) _x_ Class Performance(s) __ Multiple Choice
__Quizzes __Field Work __True/False
x  Homework ___ Performance Exams ___Matching
_. Lab Report(s) _x Other (specify) see 11 __ Completion
___ Field Work X_ Other (specify)
___ Other (specify) ‘ Final Web Page see 11

Ohlone College Credit by Examination:
The following method(s) of evaluation, listed above, will be utilized for the purpose of
Ohlone College “Credit by Examination”:

Evaluation is based on:

. Single web page that includes images, text enhancement and alignment. (Original Work)

. Single web page that includes varying paragraph alignment, bulleted list, horizontal line,

and lint_e breaks. (Specific objects are to be included, layout determined by student)

. Single web page with Alt tags, links to the Internet, obiects within page, e=mail, and

anchor links. (Subject matter given, layout and information designed by student)

. Autobiography created as a new site and to include at least 3 pages, Flash element,

navigation bar and rollover.

lists rollover plus all other elements learned dufing course,

Student Materials-Means of Achieving Objectives:
Text: Macromedia Dreamweaver for Windows and Macintosh—Visual Quickstart Guide

J. Tarin Towers, Peachpit Press

Special Materials: Instructor Prepared Handouts

Methods of Instruction: Check all that apply.

a.  Traditional Classroom X
b.  Self-Paced ’ X
¢.  Technology-Mediated

d. Other:

. Final web site containing a minimum of five pages containing navigation bar, links, table, -

Prepared by: Ellen L. Mufson Date: February 25, 2003

Revised by: é[ / éI//O /WM Ajﬂ 97

Date: Q ;25//0 2‘7

Instructional Manager Approval:l //) [L/’iém éﬂj’/ )/)C/\- Date: ”’/7// 5/ /) E?)

Elm 2+2Dreamweaver Articulation 5
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" ARTICULATION AGREEMENT

“This statoment constitutes approval of and support for the articulated program (2+2, 2+1, |
241+1) in Administration of Justice. o

In support of the basic principles that (1) no student should be required to repeat
instruction for competencies learned and for which credit has been granted, and that )
students shall be allowed to reach their desired educational and career goals in an efficient
sequernce of incremental achievements, the following terms and conditions are agreed upon
and approved: - ' ' :

L Each student enrolling in Chabot College or Las Positas College shall meet
the matriculated requirements in English and Mathematics held for all
entering students. "

2. Each student who completes the one-year course (180 hours), through the
Mission Valley ROP Administration of Justice Program with a grade of B or
better and who receives for the ROP school certification that equivalent
competencies have been learned, will receive college credit through Credit by

" Articulation for the following course: '

Administration of Justice 50 (Introduction to 3 units
Administration of Justice)

N

Z
Superintendent U

Sl

Robert Hunter Ed King
- Dean of Academic Service
Chabot College = Mission Valley ROP

e 2% TS T D I7/-95

S e e
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ARTICULATION AGREEMENT

This statement constitutes approval of and support for the articulated program (2+2 2+1,
2+1+1) in Automotive Technology.

In support of the basic pnnmples that (1) no student should be required to repeat
instruction for competencies learned and for which credit has been granted, and that (2)
students shall be allowed to reach their desired educational and career goals in an efficient
sequence of incremental achievements, the following terms and condxtlons are agreed upon
and approved

1'

2«

14

Each student enrolling in Chabot College or Las Positas College shall meet the

matriculation requirements in English and Mathematics held for all entering students.

Each student who completes the Automotive Technolegy program at Mission Valley

ROP with grades of B or better and who receives from the school certification that

equivalent competencies have been learned, will receive college credit through Credlt
by Atticulation for the following course:

Automotive Technology 55 (Automotive Service) 3 units

,Automot_ive- Techunology 70 (Introduction to Automotive Mechanics) 2 units

. Bich student who completes the official current Bureau of Auto Repair Clean Air
_ Course or its equivalent at Mission Valley ROP and who obtains an Unlimited

License will receive the followmg college credit;

Automotive Elective; Automotive Technology 68 (California |
Bar Clean Air Car Course) , : 5 units

Bd King { %

Robert Hunter A
Dean of Academic Services Superintendent
‘Chabot College , Mission Valley ROP

Date:_ ,//[7 ‘/7% | _ Date:z {*— )D'-q('/
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ARTICULATION AGREEMENT

This statement constitutes approval of and support for the articulated program (2 + 2) in
Computer Application Systems. '

12

In support of the basic principles that (1) no stud_ent should be required to repeat
instruction for competencies learned and for which credit has been granted, and that (2)

* students shall be allowed ta reach their desired educational and career goals in an efficient

sequence of incremental achievements, the following terms and conditions are agreed upon

~ and approved:

1, Each student énmlling in Chabot College or Las Positas College shall meet the
matriculation requirements in English and Mathematics held for all entering students.

2, - Each student who mmpleteé. the one-year cousse in the Computer Information

Science Program at the Mission Valley ROP with a grade of B or better and who-

receives from Mission Valley ROP certification that equivalent competencies have
been learned, will receive college credit through Credit by Articulation for the
following course: - ‘

Computer Application Systems 50 (Introduction to 3 units
Computer Application Systems)

f '

Robert Hunter

| Egng

Dean of Academic Services Superintendent
Chabot College - Mission Valley ROP

Date (- 7 Cf | . | Datel/ [”l @f‘qL{/

o e st A O
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- ART!CUIATION AGREEMENT

| ThlS statement constltutes approval of and support for the articulated program (2+2 2+1,
2+1+ 1) in Drafting Technology ,

In support of the basic pnnc1ples that (1) no student should be required to repeat
instruction for competencies learned and for which credit has been granted, and that (2)
students shall be allowed to reach their desired educational and career goals in an efficient
sequence of incremental achievements, the followmg terms and conditions are agreed upon
and approved:

1. - EBach student enrolling in Chabot College or Las Pasitas College shall meet the
o matnculatlon rcqumcments in English and Mathematics held for all entermg students

2. Each student who completes the Industrial Draftmg/ CAD program at Mission Valley
‘ ROP with grades of B or better and who receives from the school certification that
- equivalent competencies have been learned, will receive college credit through Credit

. by Articulation for one or more of the following course:

Drafting Technology 52 (Machine Drafting) . 3 units
Drafting Technology 62A (Computer Aided Drafting [CAD])/ 3 units
Drafting Technology 62B (Computer Aided Design [CADD])! 3 units
Drafting Technology 66A (Mechanical Design Drafing) 3 wnits

?Q(&uhf/‘

- - Bd King
Dean of Academic Services * Superintendent
Chabot College ; . Mission Valley ROP

Date: (({7/?9{’ . | - | Date: //_"ﬁ’/)”‘ﬁ,
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This statement constitutes approval of and support for the articulated program (2+2, 2+1,

ARTICUIAHON AGREEMENT

2+1+1) in Weldmg Technology.

In support of the basic prmclples that (1) no student should be required to repeat
instruction for competencies learned and for which credit has been granted, and that (2)

. 03

students shall be allowed to reach their desired educational and career goals in an efficient

sequence of incremental achievements, the following terms and conditions are agreed upon

and dpproved

1.

' @%M ?Q m -

EBach student enrolhng in Chabot Oollege or Las Positas College shail meet the

matriculation requlrements in English and Mathemzmcs held for all entering students

Each student who completes the Welding Technology program at Mission Valley
ROP with grades of B or better and who receives from the school certification that
equivalent competencies have been learned, will receive college credit through Credit

by Artlculatmn for the follomng COUTSES:.

Welding Technplom' 61A & 61AL (Beginning Arc, Flux-Core Welding,

and Blueprint Theory) 3 wnits
Welding Technology 62A & 62AL (Beginning TIG, MIG, and

Blueprint Theory) 3 units
Welding Techunology 67A (Welding Skills Laboratory) 2 umits

Welding Technology 678 (Advanced Welding Skills Laboratory) 2 units

Robert Hunter Ed King
Dean of Academic Services , Superintendent
Chabot College , Mission Valley ROP

Date;, f{,(7 [7(’7& | - . ’Date_: ! I/ '“’0’“?(;/
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ARTICULATION AGREEMENT

This statement constitutes approval of éndfsupport for articulation 2 + 1) 2 + 1 + 1)

(2 + 2) programs in Eaxly Childhood Development.

In support of the basic principles that (1) no student should be required to repeat
instruction for competencies learned and for which credit has been granted, and (2) students
shall be allowed to reach their desired educational and career goals in an efficient sequence
of incremental achievements, the following terms and conditions are agreed upon and
approved: v

1

Each student enrolling in Chabot College shall meet the matriculation

* requirements in English and Mathematics held for all entering students,

Fach student who completes the one-year program at the Mission Valley ROP
with grades of "B" or better and who receives fromthe ROP, certification that
equivalent competencies have been learned, will receive, through the Credit
by Articulation Palicy, college credit for the following courses:

Early Childhoéd Development 64 (Play: Materials & Environments) 3 units |
Early Childhood Development 95 & 96 (Work Experience) 3 units

In addition, students who complete the two-year program (senior year), at

Mission Valley ROP with grades of "B" or better and who demonstrate the
appropriate competencies, and, where possible, have had field experience

" under the supervision of a mentor teacher, should receive college credit for

the following course:

. Early Childhood Development 50 (Early Childhood Education

and Care) - | 3 units

Gl Sl

Robert Hunter

e
Bd King * O

‘Dean of Ac¢ademic Services , Superintendent
- Chabot College , _ Mission Valley ROP

f

Date

A 2 - 7 A

Date
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CHABOT COLLEGE |
" ARTICULATION AGREEMENT

 “This statement constitutes approval of and support for the articulated program (2 + 2) in
thc Fire Service Technology Program. ) '

Tn support of the basic prmc1ples that (1) no student should be required to repeat
instruction for competencies learned and for which credit has been granted, and that (2)
students shall be allowed to reach their desired educational and career goals in an efficient
sequence of incremental achievements, the following terms and conditions are agreed upon
and approved:

1. Bach student enrolling in Chabot College shall meet the matriculation reqmrements
- in English and Mathematics held for -all entering students.

2. . Each student who completes the Fire Service Technology course at the Mission

“ Valley ROP with a grade of B or better and who received from the school
. certification that equivalent competencies have been learned, will receive college
- credit through Credit by Articulation for the following course:

Fire Service. ’I‘echnology 50 (Introductnon to Fire
Service Technology) 3 units

L 4

v - — {

/4 ,@af_

Robert Hunter ‘ Ed King
Dean of Academic Services ' Superintendent
Vocational and Applied Technology ' Mission Valley Regloml

Chabot ColIege . : A - Occupatxonal Program

| Date .,,./ /S ,,/ c[‘é | o Date §”' ‘:SWC})é

4-17-96/fstagree msn

09
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' CHABOT COLLEGE
ARTICULATION AGREEMENT

This statcment comnstitutes approval of and support for the a.rtmulated program (2 + 2) in
Mudlcal Assisting and Health Informa,t}on Technology Programs.

In support of the basic prmc1p]es that (1) no student should be required to repeat

" instruction for competencies learned and for which credit has been granted, and that (2) -

students shall be allowed to reach their desired educational and career goals in an efficient
sequence of incremental achievements, the following terms and conditions are agrced upon
and approved:

1. Each student enrolling in Chabot Coilege shall meet the matriculation requirements
in Eng,hsh and Mathematics held for all entering students,

N

~ ROP with grades of B or better and who received from the school certification that

Each student who completes the Health Occupations course at the Mission Valley_ :

equivalent competencies have been learned, will receive college credit through Credit -

- by Articulation for the following courses:

Health 50 - Orientation to Health Care Delivery System 2 units

@i\ﬁm 7 ,Q \éw =

Robert Hunter _ Ed King King
Associate Dean of Instruction S ‘ Supermtendent

Chabot College - Mission Valley Rc:glona]
, - - Occupational Program

pae_ G = (€% TL b .(pf')/a"q;/

articuld.mis 6/1994 (93/94#1)
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CHABOT COLLEGE
ARTICUIATION AGREEMENT FOR MARKETIN G

This statement constltutes approval of and support for the
articulated pregram (2 + 2, 2 + 1, 2 + 1 + 1) in Marketing as
amended for the new Semester terms beginning June 27, 1994.

In suppoxt of Lhe basic principles that (1) no student should be
requlred to repeat instruction for competencies learned and for
‘which credit has been granted, and that 2) students shall be
allowed to reach their desired educational and career goals in an
efficient sequence of incremental achievements, the followlng
. terms and conaitlons are agreed upon and approved:

1, . Each student enrolling in Chabot College shall meet the
-~ matriculation requirements in Engllsh and Mathematics held
for all entering students.

| 2a Each student who completes the program at the Signaturs ROP
with a grade oflB" or better ls ellglble for credit on the
following ba515°

For Business 50, Introductlon tc Business, 3 units, provided
he or she completes the ownership and management course
(also referred to as the "second year course") with a grade
of B or hetter,

HOTE: :
The current text of "Business in the 21st Centuxry" is acceptable
“to the College Distrjct. Should the ROP wish to change the
- second year curriculum or text- materials, this course will
require reartlculatlon. o .

For Qg§;3§§§_2§¢,Work Experience 3 units
and,gggggggﬁﬂaﬁ, Work Experience Seminar 1 unit

- 4 units total
Provided the student has succeséfully completed one semester of
supervised co~op experience ccnSLStlng of at least 225 hours on
the job. -

Two semesters of co-op experience’will qualify for 8 units of
college credit in Business 95 and 96..

Since Business 95 is a variable unit class, this scale of
articulated credit will apply:

225 hours = 3 units, 150 hours = 2 units
75 hours = 1 unit of college credit

For a Marketlng eleet1Ve course - 2 units

Provided the student passes the State of California Department of
Education Marketing Core examination plus one Industry specific
-test with an achlevement rate of 80% or higher.
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Yo

The elective course will be either Marketing 52 (Marketing
Strategy) or Business 49 (Leadershlp Activities). The College
Marketing coordinate¥ BoF lead instructor will designate the exact
codrse based on each student's test scores and specific industry

competence.

APPROVAL OF REVIBED AGREEMENT'

I CLebihee

Ed King; Stperintendent ~ . Robert Hunter
Mission Valley ROP Associate Dean of Instruction
Chabot College

Date: é) M/ C]}/ - Date:, G- (s Ay

6-13-94
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CHABOT COLLEGE
' ARTICULATION AGREEMENT

This statement constztutcs approval of and support for the artxculated program 2+ 2)in
Medical Assisting and Health Information Technology Programs. '

In. svpport of the basic principles that (1) no student shoul_d.be required fo repeat
instruction for competencies learned and for which credit has been granted, and that (2)
students shall be allowed to reach their desired educational and career goals in an efficient
sequence of incremental achlevements the following terms and conditions are agreed upon
and approved: : :

‘1. Each student enro]lmg in Chabot College shall meet the matriculation reqmrements
- in Enghsh and Mathcmatlcs held for all emermg students.

2.  Bach studcm who completes the Medical Assisting course at thc Mission Valley ROP
with grades of B or better and who. received from the school certification that
equivalent competencies have been learned, will receive college credirthrough Credit
by Articulation for the following courses:

* Health 50 - Orientation to Health Care Delivery System 2 units

Health 51A - Basic Medical Terminology - | 4 units

@&:@M } Z% \AM@/

Robert Hunter Ed King
Associate Dean of Imtructmn - Superintendent
Chabot College o Mission Valley Regxonal

Occupational Program

| Dm ,- - fs - q‘71 I - Dat":ﬁ lo - 20/7%

articullimis 6/ 1994 (93/94#1)
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. CHABOT COLLEGE
ARTICULATION AGREEMENT

This staternent constitutos approval of and support for the artxculdted program \2 + 2) in
Medical Assisting and Health Informauon Technology Programs.

In support of the basic prmc1ples thar (1) no student should be required to repeat
instruction for competencies leamed and for which credit has been granted and that (2)
students shall be allowed to reach their desired educational and career goals in an efficient
sequence of incremental achievements, the following terms and conditions are agreed upon
and approved:

1. Bach student enrolling in Chabot College shall meet the m.itnculdtlon requirements
_‘ in English and Mathematlcs held for all entering students.

2 Each student who completes the Medical Office Management course at the Mission
Valley ROP with grades of B or better and who received from the school certification
that cquivalent competencies have been learned, will receive college credit through
Credit by Articulation for the following courses:

Health 51A - Basic Medical Texrminology ' ' 4 units

@M@%&\ w aw

Robert Hunter King
Associate Dean of Instruction o Supenntendent

Chabot College - Mission Valley chmnal
‘ : ' ' Occupational Program

Date @'/Sﬁ’;‘??{ Date éf'Q.O—f?S/

arlicul2.mis 6/1994 (93/94#1) ’ .
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