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Course Title & Number:  Business English Skills 2  CAS 72L


Faculty Name:  Anne Brichacek

Course Delivery Method:

⁫  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:  Spring, 2008


1. 
Need/Justification 

· CAS 72L Business English Skills is a self-paced course with a focus on the fundamentals of English as applied in a business environment. It is one of a series of 1 unit applied technology courses that are offered in the open-enrollment CAS computer lab for Credit/Non-Credit..

Students who seek the Administrative Assistant, Associate of Science degree, the Administrative Assistant, Certificate of Achievement and Office Technology, Certificate of Achievement can take CAS 72L Business English Skills 2 ( along with CAS 72K Business English Skills 1 ) to earn two required units for the degree and certificates. These courses have not been offered for several semesters. Students have requested that they be made available. The consensus in the Computer Applications division was to offer both of these course in an online format to afford students availability and flexibility.

2.
Course Content Delivery 

· If approved the course will begin in spring 2008 and will be offered completely online, using Blackboard as the platform. An optional on campus orientation may be scheduled immediately after the start date. Students who do not choose to attend in person or who enroll after the semester has begun will be able to access information in a “Start Here” section of the course. They must, of course, first be able to login to Blackboard successfully.

· On average students should allow 54 hours or less to complete all the course assignments and the final examination. The contact between the instructor and student will vary. There is no prerequisite to enroll in the course. Therefore, a student who has limited familiarity with computers or computer techniques or one whose first language is not English may need more intense support from the instructor. 

3. 
Nature and Frequency of Instructor-Student Interactions

· All the course components require distance education technology. First, students must login to Blackboard, an educational platform that enables them to learn online. This, of course, requires that they have a connection to the Internet. Next, they will need to create an email address and enter it in Blackboard. They may use one or all of the following components of distance education technology: email, discussion threads, drop box, View/Complete Assignment, and assessment. The approach is one of hands-on and problem-solving which is appropriate to online learning.  

· Typically, the instructor will review all and comment on some random assignments offering congratulations, support or encouragement. Students who excel may receive an email acknowledging a job well done. Students who are not participating are contacted by email. At the beginning of the course contact is frequent and may include a phone call to the student. Later into the course an email reminder is sent at the conclusion of each week. A “good job” announcement is also posted to encourage students who are following the schedule as well as to inspire those who may be flagging. The Announcements feature of Blackboard is used to provide students with information about college events such as a Job Fair as well as that pertaining to the class.

· Feedback from the instructor is integral to student success. Everyone performs better when their effort is acknowledged. A “good job” or “congratulations, keep it up” contributes to keeping a student’s impetus on track. The quandary of engaging students who aren’t participating is shared by instructors teaching face-to-face classes as well. It is very easy to contact students via email using Blackboard and an effective interaction because many students and hopefully all online students their read email regularly. As in the f2f situation, there is no guarantee of a response.

· Quick assignment of credit and instructor feedback about work that’s been submitted will encourage students to continue towards their goal.

4.
Nature and Frequency of Student-Student Interactions

· The instructional experience in a self-paced virtual computer lab may be different from other online classes. The approach is training and performance-based rather than what would be considered typically academic. Participants in a training program mostly focus on reaching a specified skill-level. Therefore, student-student interaction is not a priority of the course.
However, in recognition that online instruction can be lonely, students have the option of sharing comments and/or questions in a “Students Only” discussion board and are encouraged to do so. The discussion may or may not be moderated by the instructor. Students have access to email to other students and the instructor which gives them another option for interaction. The first assignment is usually to introduce oneself and share expectations in a discussion thread. If there is time and interest, the instructor may schedule chat sessions where all participants are invited.

5. 
Assignments & Methods of Evaluation

· Students work with a textbook and are required to complete hands-on assignments, tutorials, and interactive computer exercises such as tests. Chapters cover parts of speech, sentence elements, nouns, verb types and tenses etc. Each chapter contains a pre and post test based on the area of grammar. Testing will be done online.

· The evaluation of progress is based on end of unit tests. When all of the exercises, tests and final evaluation have been completed, the student will earn a grade of Credit or No Credit 

· The instructor will review the assignments and tests for completeness and appropriate response. The instructor will provide feedback as described in section 3: Nature and Frequency of Instructor-Student Interactions of this proposal.

6. Technology

· It is not anticipated that there is a need for special software or multimedia tools at this time.
7. Accommodations for Students with Disabilities

· All students have access to the services of Chabot College through the websites and contact with the instructor. Course content delivered in Blackboard satisfies accessibility issues and can be customized when the need arises. Every effort will be made to accommodate students with special needs, including consultation with the Disabled Students Resource Center (DSRC) and the Instructional Designer.

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).

Visited the websites of Diablo Valley College, Oakland City College, San Francisco City College, Ohlone College and others. Each one has some variation of a .5, 1, or 1.5 Business English class offered by various departments such as Computer Information Systems, Business etc. The focus of these classes is to provide students with the fundamental English language skills to apply immediately to the workplace.

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

     support for offering this course via Distance Education.  Date completed: 8-23-07

⁫  Consult with other faculty experienced in DE.  With whom did you consult?  Judy O’Toole and Mary Dermody.     Date completed: 8-23-07

⁫  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. Sent to Judy O’Toole for review.

8.
Submit your proposal (electronic version via email and hard copy via campus mail

             to the chair of the DE Committee)

Faculty signature:  _Anne Brichacek____________     Date:   ___8-23-07______

Division Dean signature:  __________________________    Date:  ________________
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