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Course Title & Number: Business 50J Proposal:  Time Management Skills


Faculty Name: Dr. Penny Wilkins- Adjunct Faculty
Course Delivery Method:

X Online (all instruction is online; campus orientations/assessments may be included)

⁫  Hybrid online (instruction occurs both online and on campus)

⁫  Telecourse

⁫  Other (please describe)

First Semester To Be Offered:  Fall 2007
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1. Need/Justification 

Time Management Skills, BUS50J, is a new course from the 1-unit BUS-50 series business skills courses.  The main goal of these courses is to develop specific business related skill sets for students to prepare for careers in business and other related fields.  

The Business Department anticipates this course will be popular with students re-entering the workforce, those new to supervisory positions, and those wanting to improve their general business, management, and ‘soft’ skills. This course is also an option for business degree and certificate seeking students as it will help to enhance and establish sound time management skills. 

One of the major concerns for scheduling the one unit classes is making them as convenient as possible for our busy students.  This 1-unit course could be scheduled for 6 weeks or less. Students and their employers will significantly benefit if the course is offered completely online. Both the length and delivery format lend to scheduling at least 3 of these 1-unit courses per semester, back-to-back (6 + 6 + 6 weeks) to not only allow students to develop diverse business-related skills, but  allow them to earn 3 units of elective credit to apply toward our programs.

2.
Course Content Delivery 

The 1-unit, BUS50J, Time Management course will be offered completely online and will include 18 hours just as an on site course. The proposed schedule includes: 

· Online research and assignments:

7 hours
 

· Online discussions and lectures:

7 hours

· Online quizzes and exams:
  
2 hours

· Communication via e-mail: 
  
2 hours

 The course instructor will hold traditional office hours on campus.  He/she will also be accessible by fax, phone, and/or e-mail. 

3. 
Nature and Frequency of Instructor-Student Interactions

The Time Management course instruction will be completely    asynchronous-available 24/7.  Each learning module will feature a discussion board, Internet-based and face-to-face research, involvement of the students’ work experience through discussions, interviews, projects, case analysis, quizzes, and online resources.  

Discussion Board

The instructor will utilize the discussion board to post critical thinking questions for students to research, answer, and discuss as a class. He/she will participate in the discussion boards by reinforcing learning concepts and by offering new ideas and examples.  The discussion boards will follow strict guidelines promoting student learning and will require:

· The first weekly posting by Thursday midnight

· Each student to post to the discussion board three days each week and to respond to at least 3 other students’ postings

· Postings with significance and value that add to the content and learning experience of the students. 

The instructor will also maintain a non-graded “helpdesk” discussion board where students may post course questions.

Email

The instructor will regularly use email to contact the entire class. Email will also be used to contact individual students and to make suggestions, answer questions, and promote discussion.  

Grade book

The instructor will post grades in the Blackboard grade book. The instructor will grade written assignments (papers, internet assignments, cases, or other) and will provide individual feedback to each student.

Course Materials

The course will utilize learning modules with a variety of computer based media which may include:

· Instructor-generated lectures

· Internet links and activities.

· Team-based assignments

· Quizzes

· PowerPoint presentations

· Videos (as links and/or reserves at Chabot library)

· Various skill-building tests, surveys, questionnaires

Announcements

The instructor will post announcements each week reminding students of the work due that week.  

4. Nature and Frequency of Student-Student Interactions

This class will provide student to student interactions each week. The main focus of student to student interaction will be through the Blackboard discussion board. This will begin in the first week of class where students will ‘meet’ virtually in a discussion board called ‘Class Café.’ This interaction will provide students an opportunity to become acquainted on a personal level by sharing their work, school, and personal life interests. Students will also interact with their peers in the weekly discussion board areas that will be driven by a specific topical focus each week. Students will not only post responses to weekly discussion questions, but will be expected to respond to at least three peer posts over three days each week. The ‘peer reply posts will be aimed at adding value to the discussion, encouraging peer sharing and support, and building an online community of learners. Students will also interact during class case study projects. 
5. 
Assignments & Methods of Evaluation

Evaluations will be based on students meeting both quantity and quality expectations. Evaluations will be provided each week in order to increase student-instructor interaction, increase student learning, and provide an opportunity for students to adjust their class participation and work based on feedback provided. The course will be based on 1000 points. Student progress will be evaluated through the following assessments:

	Assessment
	Points

	Discussion Board participation- 6 weeks @ 60 points per week.
	360

	Individual assignments (cases, papers, etc) - 5 @ 40 points each.
	200

	Quizzes- 6 @ 50 points each
	300

	Final Exam
	125

	Course Exit Survey
	15

	 
	 

	Total Possible Points
	1000


6. Technology

The online components of this course will be managed through Blackboard, which is user friendly and has built-in support features and is supported by the Chabot College Blackboard Distance Education Department.  Blackboard can be accessed from any computer with Internet access, whether at home, on campus, or in a local library.  An overview of Blackboard will be provided to all students during the first class session.  Students must have an email account to participate in the course; free email accounts are available via Hotmail, Yahoo, and other providers.  Students who have any difficulties will be able to contact their instructor via email, the weekly classroom discussion board, by phone, or during the instructor’s office hours. The course will also utilize MS Word and MS PowerPoint within the Blackboard platform. 

7. Accommodations for Students with Disabilities

Blackboard meets the basic requirements for accessibility for students with disabilities.  The development of course materials will also meet requirements.  Every effort will be made to accommodate students with special needs.

8.
Input from Colleagues and Administrators

As you develop your proposal and build your course, please consult with your colleagues and do some background research, including the following:

⁫  Meet with Instructional Designer for initial consultation and Blackboard training.   

     Date(s) completed:

⁫  Review of similar courses elsewhere.  Are similar courses offered at other colleges?    

     If so, note the college(s).

⁫  Meet with your Division Dean and subdivision colleagues to secure preliminary  

     support for offering this course via Distance Education.  Date completed:

⁫  Consult with other faculty experienced in DE.  With whom did you consult?  

     ____________________.  Date completed:

⁫  Review your completed plan with your subdivision colleagues.  Attach a separate page 

     listing attendees, meeting date, and a summary of the recommendations or 

     reservations of your division/subdivision.

8.
Submit your proposal (electronic version via email and hard copy via campus mail to the chair of the DE Committee)


Faculty signature:        Date:   4/16/2007
Division Dean signature:  _____________________Date: _______________
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