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	INSTRUCTIONS AND HELP 



	Instructions


When working in the form:

For more information on a specific field, move your cursor to the field and press the F1 key.  Note: not all fields have help information associated with them.

In the Course Outline form, under the section Total Hours, there are two sections (Typical Structure of Instructional Hours and Practicum Hours) that will automatically calculate your totals for you. Note:  You need to tab past the total fields for the automatic calculations to finish totaling.

	Help 


In this section, help information will be provided for both the Course Outline form and the Supplementary Components for Course Syllabus Preparation form.

Course Outline Form

	Field
	Help Information

	Division/Faculty/School of:
	Should indicate the Division responsible for the course outline information. 

	Department:
	Should indicate the Department responsible for the course outline information.

	Program as Applicable:
	Should indicate the program credential and level. 

	Course Code & Number:
	Indicates the official course code and number as assigned in consultation with the registrars office (e.g., HIST 240; ENG 110)

	Former Course Code(s) and Number(s) (If applicable):
	If this course is replacing an existing course, complete this section.

	Precluded Courses:
	List course(s) that this course replaces or list course(s) that cannot be taken for further credit if this course is a cross-listed course (e.g. AH/FA 202).

	Calendar Title:
	Write the title of the course in this section. A descriptive title gives the reader a clear sense of the course content (e.g., “Introduction to Sociology”; “Canadian-American Relations: 1867 to the Present”). Some institutions may limit this field to a specific number of characters (e.g. 60).

	Calendar Description:
	Sentence or short paragraph to describe what the course is about, identical to what appears in the calendar description. It may contain information about the purpose, content, concepts, process and scope or focus of the course.  Remember the calendar is a legal document so the calendar descriptions should accurately describe course content. Include key words to facilitate on-line searches. 

	Date First Offered:
	Indicates the date this version of the course is first offered.  If this outline replaces a previous one, it will be used to identify the content of course and learning objectives attained by any student completing the course after this date.

	Number of Credits:
	Indicates the number of credits assigned to this course in this section as per the policy of the institution (e.g. 3 credits). Or units in credits value for NIC and UVIC.

	Total Hours:  
	Typical Structure of Instructional Hours: Indicate total student contact hours and indicate the breakdown by lecture hours, seminars/tutorial, laboratory hours, field experience hours, and specify other contact hours
Indicate on-line interaction or tutor interaction hours if on-line or distance course

Practicum Hours: If applicable, include duration of any practicum, on-the-job, or formal work experience component of the course.

	Pre-requisite Statement (If there are no prerequisites, type NONE):
	Identify course(s) that a student must have successfully completed before being allowed to register in this course. Pre-requisites are often required to provide a student with the knowledge and/or skills essential to succeed in a program or subsequent course. List course(s) that are pre-requisites for the course only, not the entire program. (e.g. “Math 12” or “completion of English 100 with C+ or better”)

Prerequisites listed should include course names/numbers as well as course titles. If applicable, list other non-course prerequisites such as driver’s license, work experience, acceptable health record etc. If there are no prerequisites, type NONE.

	Non-Course Prerequisites (List if applicable or type NONE):
	Identify any other pre-requisite requirements (other than courses) that students require to take this course.

	Co-requisite Statement (List if applicable or type NONE):
	List course(s) that a student must take concurrently with this course.  Include course names/numbers as well as course titles.

	Learning Outcomes/Course Goals:
	List the learning outcomes from the perspective of the learner. Detail and clarity are essential here due to the requirements of credit transfer. Learning objectives/goals/outcomes identify the knowledge, attitudes and skills students will be asked to demonstrate in the course and that are necessary for student success in the course. They should be anticipated to apply to all students. If applicable, learning outcomes should specify use of any technology in application. This section may include employability or ‘generic’ skills.

	Detailed Course Content, Topics and Sequence Covered:
	This is a key component of a “transfer-friendly” course outline.  List in point form (more-or-less sequential), an overview of the typical main themes, issues and concepts that will be explored, or activities (e.g. laboratory or practical components) in which students will be engaged during the course. Indicate approximate proportion of course devoted to each topic. Most receiving institutions require very specific listings of course requirements (particularly details about in-class writing assignments and final essay examinations) to assist them in the transfer assessment process

	Typical Evaluation Methods and % of Total Grade:
	Indicate, in detail, the grading system being used for this course, with a breakdown of components and weighting used for final evaluation.

	Course Outline Contact Person:
	Provide contact details, including e-mail address, for the individual that receiving institutions should contact if they wish to obtain more information about this course for transfer purposes.

	Other Pertinent Information Relevant to Transfer:
	E.g.: SFU WQB (writing intensive, quantitative, breadth) requirements.


Supplementary Course Outline Components and Resources (optional categories that can be added to the transfer friendly form as needed, to create a section-specific outline)
	Field
	Help Information

	Service Course:
	List department(s) or program(s) that this course is a service course to. (e.g. “Math for Philosophy” or English for Engineering” courses

	Section Number:
	Include this if there is more than one section of this course being offered.

	Maximum Enrolment:
	Indicate maximum enrolment permitted for class.

	Expected Frequency of Course Offerings:
	Indicate the number of times per year the course will be offered.

	Optional Course Description:
	Some faculty may feel that the official calendar description is sufficient. Others may, however, wish to add more detail in the form of a course description with additional information.

	Generic Skills Included in Course:
	If relevant, specify the generic or employability skills that are developed as a part of this course (e.g. team-work, critical thinking, problem solving, etc.)

	Audit Policy:
	Include policy for students wishing to audit course for no credit.

	Course Evaluation Policies:
	Any additional policies relating to course evaluation: e.g. attendance requirements, plagiarism, time limits for completing late assignments, make-up exams, % of credit for participation, withdrawal policies, etc.

What are course/institution policies for course extensions if offered as a distance delivery course?

	Additional Course Comments and Policies:
	Any other information that will help a student investigating this course e.g. technical requirements or  course-related employment prospects etc.

	Distance Education Requirements
	If course is distance-education based, indicate computer or access requirements for on-line courses, and amount and type of library access. If possible, alternate information sources should be provided (e.g. online databases and repositories)

	Meets Following Graduation Requirements:
	E.g. SFU WQB

	Unit Outlines and Class schedule:
	Include proposed instructional schedule for each class of this section.

	Supplies/Materials:
	Indicate special supplies recommended and/or required by the student in order to participate and complete the course. List any extraordinary costs to the student (e.g. calculator with graphing ability).

	Special Needs Information:
	May include: Tutorial support through peer tutoring; Specific services for Aboriginal students; Agency support; Personal concerns that may interfere with academic success or college/university adjustment; Student Learning Centre/Writing Lab etc.

	Keys to Success:
	Include other useful information or strategies that may assist the student in succeeding with this course.

	Authorization Signatures/Institution/Faculty/Division Approvals:
	It is mandatory that the signatures of all internal authorizations (e.g. Course designer(s), Instructors, Chair of the institution’s curriculum committee, Department Head and Dean/Director) are on the course outline information document. Refer to and incorporate the signing authorities that are currently on the BCCAT transfer request form.  

	Course Change Statement:
	Example: “Information contained in this course outline is correct at the time of publication. Content of the courses is revised on an ongoing basis to ensure relevance to changing educational, employment and marketing needs. The instructor will endeavor to provide notice of changes to students as soon as possible. The instructor reserves the right to add or delete material from courses.”
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