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Background Information for Course Developers 
Every course offered at Community College of Philadelphia has a course document that is kept on file in the Curriculum Development Office.  The course document is developed by faculty, approved by the department and the Dean, reviewed by the Academic Affairs Council and recommended for approval by the College President.  
Purpose of a course document

A course document serves many purposes including:

· Guiding future instructors.

· Promoting consistency across sections (while still allowing instructor’s discretion where appropriate).  

· Providing documentation for transfer institutions to evaluate the course.

· Meeting Pennsylvania Department of Education requirements and Middle States Commission on Higher Education expectations.  
Audiences

Audiences for course documents include: 

· Future instructors of the course 

· Instructors of related courses including courses that follow or precede this course(if applicable)
· Faculty within the department (whether or not they teach the course in question)

· Head of the department where the course is housed

· Dean of the division where the course is housed
· Academic Affairs Council (sometimes referred to as “The Deans Council” since many members of the council are also deans.)
· Transfer institutions

· Middle States Commission on Higher Education 

· Organizations that accredit a particular program (if applicable)

· Pennsylvania Department of Education 

Therefore, course documents should be written for a broad audience.  Keep in mind that not everyone reading the document is an expert within the particular discipline or field related to the course.  

Recommendations versus requirements 

When writing a course document, be sure to distinguish between recommendations and requirements.  
Examples of statements that clearly delineate requirements for future instructors:

In accordance with departmental policy, this course will have a comprehensive final exam worth at least 25% of the final grade.  

This course must include at least three papers of 1500 words each and the writing assignments must count for at least 40% of the grade.  

Examples of statements that are clearly recommendations for future instructors:

Future instructors are free to devise their own grading policies, but it is recommended that a comprehensive final exam be included worth approximately 25% of the final grade. 

In order to help students master the writing conventions of the discipline, it is recommended that instructors include multiple writing assignments and allow students opportunities to submit drafts and rewrites.   Individual meetings between the students and instructor to discuss the writing assignments are also recommended.    

Avoid ambiguous statements that could be interpreted as either recommendations or requirements:
There will be a comprehensive final exam worth at least 25% of the grade.  

In order to improve students’ writing skills, this course will include numerous writing assignments.  
Courses that meet General Education requirements

For a course to be designated as meeting a particular general education requirement (such as American/Global Diversity, Interpretive Studies or Writing Intensive) the course document must include statements that require all instructors to adhere to the criteria.  A course cannot be designated as meeting a particular requirement based on a recommendation because future instructors could ignore the recommendation and then students in that section of the course would not have genuinely met the general education requirement.   

If a course is applying for designation as a general education requirement (for example writing intensive) then evidence that the course teaches the process of writing should be integrated throughout the document.  Specifically, there must be mention of writing in:

· Student learning outcomes (section B)

· Assessment of student learning  (section C)

· Student learning activities (section E)

For more information about General Education see the General Education Workgroup report which can be found on the Office of Academic Affairs web page.  

Backwards Design

The sections of the course document have been arranged in a particular order to reflect the concept of backwards design.  Wiggins and McTighe
 and Fink
 suggest that curriculum planning should proceed in the following order:

1. Student Learning Outcomes- What are the intended student learning outcomes?

2. Assessment-How will students demonstrate that they have achieved the intended outcomes?

3. Student Learning Activities-What activities, assignments, readings etc. will bring about the intended outcomes?
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