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Faculty Name: Raphaella A. Ianniello
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⁫X Online (all instruction is online; campus orientations/assessments may be included)

 Hybrid online (instruction occurs both online and on campus)
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⁫  Other (please describe)
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1. 
Need/Justification 

· What is the intent in offering the course by distance education?   What student needs will this offering meet?  Are there learning opportunities made possible in a distance education course that might not be available in a traditional course?

Many adult learners work full-time and find it difficult to attend on-campus classes due to family and work obligations as well as the high cost of transportation.

With more employers demanding good communication skills, most students could benefit from a business communication course. The online format offers the most flexibility and affordability.
According to Mary Ellen Guffey, author of Essentials of Business Communication:

 “Today's students will enter working environments with ever-increasing demands. As a result of a growing emphasis on team management and employee empowerment, they will be expected to gather data, solve problems, and make decisions independently. They will be working with global trading partners and collaborating with work teams in an increasingly diverse workplace. And they will be using sophisticated technologies to communicate.”

In the proposed course, students will be using a variety of methods to communicate, including email, online discussions and web-based group projects. These interactions will mirror those that typically take place in the workplace, and will better prepare students to communicate well in both “traditional” and virtual environments.
Compared to a traditional course, an online course offers more ways for students to learn and more opportunities for students to communicate with each other.  For example, an online course allows the instructor to incorporate traditional adult learning methods along with newer tools and technology such as web-based videos, interactive PowerPoint slides, blogs/online discussions/chat rooms, and more. Students can receive more timely feedback from the instructor and peers (e.g., immediate feedback on an assignment or discussion posting, or an immediate test score after taking an online quiz) and students cannot remain silent online (no anonymous posts are allowed). 
Most important, the online course allows students to concentrate on their weak areas. After taking an online assessment, students complete homework assignments based on the results of the assessment. The online format provides a wider variety of resources (e.g., web links, videos, discussion boards, and other new tools) than those typically used in a traditional course.
2.
Course Content Delivery 

· Describe the distance education modalities used to deliver the course content and provide an approximate schedule of the time allocated to each modality.  What percentage of the course will be on-campus, if any?  What percentage of the course will consist of online lecture, video, email, web, CD-ROM, etc.?

The course will be completely online.

Online lecture: 15 percent

Video: 5 percent

Email/Submission of written assignments: 40 percent

Discussion Board: 10 percent

Web-based quizzes: 20 percent

Oral assignments (video, web-based, or other delivery systems: 10 percent

· Note that the total number of contact hours should approximate the equivalent number of hours required in an on-campus setting.  Account for those hours in your proposal.

The course will be organized into four sections:

Section I (150 points): Business Communication Basics (Listening, Communication in the Workplace, Ethics)

Section II (150 points): Job Search Techniques (Search strategies, cover letters, resumes, interviewing, follow up, salary negotiation)

Section III (600 points): Business Documents (email, memos, letters, proposals, reports, etc.)

Section IV: (100 points): Oral Communication (mock interview, informational interview, oral presentation)

In general, weekly sessions will be organized as follows:

Read Goals, Objectives, and Weekly Topic (online lecture) – .5 hours

Read chapter(s) and view PowerPoint slides – 1.5 hours

Complete assessment (quiz on chapter) and/or web-based grammar/punctuation exercise – 1 hour

Write an assignment or complete an activity (for example, compose a document, conduct an informational interview, etc.) – 2 hours

Post to the Discussion Board – .5 hours

Work on the comprehensive Group Project (via chat, file exchange, and discussion board) - .5 hours

3. 
Nature and Frequency of Instructor-Student Interactions

· Provide examples of course components taught using distance education technology.  This will include either or both synchronous—online at the same time and asynchronous—online at different times. 

Most of the course will be asynchronous, as noted in the above table. However, web conferencing will be an option. (Students will use software such as Breeze, Eluminate, CCC Confer, Skype, or YouTube to complete the oral components of the course. A web-cam or special software may be required for a completely online course.) 

For example, when students complete the Job Search/Interview module, they can:

· Conduct research on a career (Occupational Outlook website)
· Explore online job databases (Monster, Craigslist, Indeed.com)

· Find salary information (Salary.com)

· View samples of resumes and cover letters (numerous websites). 
· View videos regarding best practices (YouTube)

· Participate in an online interview (Monster.com)

· Post advice about the job search process (discussion board)
· Describe the number and frequency of interaction for students making satisfactory progress and for intervention when students are at-risk of dropping or failing due to poor performance or participation. 

To ensure frequent interaction with students, the instructor will post an “Open” forum discussion board and check postings daily. In addition, she will post weekly announcements on Blackboard (these announcements usually list the goals for the week, provide hints for completing assignments, and encourage students to stay focused) and communicate with students via email.
Using Gradebook, “open” and structured discussion boards, and other BB tools such as email and chat, the instructor can easily monitor student progress. In general, the instructor will respond to general DB postings and email messages within 24 hours.
· For each type of interaction listed above, describe why you believe it will be effective for this particular curriculum and delivery model.
Many of the assignments and activities proposed in the above plan have been used successfully in the hybrid Business Communication courses taught at Chabot College and CSU East Bay. Students will be completing “real world” assignments and activities, imitating those of typical business environments. These assignments will help students to develop the skills and knowledge that employers are seeking:

Written assignments via E-mail – Email is the most preferred method of communication among businesspeople today. Incorporating ample opportunities to participate in email communication ensures that students are well prepared for today’s workplace.

Discussion Board/Online Posting – Similar to Email, online postings/discussion boards help students to improve their written communication skills. This learning method also improves interpersonal and intercultural communication skills, as students learn unwritten rules of etiquette and codes of conduct. Students also learn how to give and receive constructive feedback.
Online Video – Students can use their listening and comprehension skills as they view sample videos of professionals giving speeches, company spokespersons selling a product or conveying news, etc. 
Online Collaboration (Blackboard Group features) – Students learn to work in a team environment, with a diverse population, a skill that will serve them well in today’s global workplace. Students will also be assigned to a peer mentor/peer reviewer.

 Oral presentations – Students network with business professionals and receive feedback on their interviewing skills. Students also deliver short presentations using technology such as Breeze, CCC Confer, Eluminate, or Skype (technology is still to be determined). In addition, students practice giving and receiving constructive criticism.
· Describe how the interactions will facilitate student learning and how students will benefit from the DE modalities selected.

The proposed activities will allow students to develop cognitive, affective, and psychomotor skills (Bloom’s taxonomy).

Because of the wide variety of oral, written, and collaborative activities included in the course design, students will have ample opportunity to use their preferred learning style(s).
4.
Nature and Frequency of Student-Student Interactions

· Describe opportunities in your course for student to student interaction.  This may include discussions, group projects, peer review of assignments, and other approaches.
The proposed plan incorporates the following:

Discussion Group Activities – Students discuss contemporary business issues (Email etiquette, handling conflict in the workplace, organizing meetings) and learn how to interact appropriately in an online environment.
Partner & Group Projects – Students conduct an informational interview, perform a mock interview with a partner, and create a report and oral presentation.
Peer Review – Peer partners provide feedback on both oral and written work.

5. 
Assignments & Methods of Evaluation

· List the criteria that will be used to substantiate student learning, and describe the methods of evaluating student progress.  

Students will receive rubrics for evaluating oral and written work. Evaluation sheets will be provided for all assignments. Assessment criteria will also include:

Sample Rubric (Source: http://www.ccis.edu/Files/OnlineSyllabi/syllabi/MGMT254E.pdf)

	GRADE 
	CRITERIA FOR ONLINE DISCUSSIONS

	10-9 =A 
	Assignment is posted in the discussion thread on time and has no distracting grammatical or mechanical errors. Assignment provides sufficient depth to cover the topic. Meaningful participation and interaction with other students is present.

	8 = B 
	Assignment is posted late, may contain some grammar or mechanical errors, or lacks sufficient depth to cover the topic. Interaction with other students is limited. 

	7 = C 
	Assignment is posted late in the discussion thread, contains errors, and lacks sufficient depth to cover the topic. (The assignment has problems in more than one area.) Participation with other students is absent.

	6 = D 
	Assignment is posted late in the discussion thread, contains errors, and lacks sufficient depth to cover the topic. (The assignment has problems in many areas.) Participation with other students is absent. 


General Criteria
Students must follow directions and complete all portions of the assignments by due dates.
Assessment Criteria for Online Discussion Participation

To receive credit for participation in the online discussion, students must:

· Contribute by the due date

· Write clearly and correctly

· Link what you are learning in the course to the workplace or other “real life” experience

· Demonstrate good “listening” and active inquiry skills by commenting constructively on other students’ posts 

· Describe planned interactions and evaluations to ensure participation and verification of student learning that permit timely instructor intervention.

1) Class assignments – Each week, students are assigned tasks and activities. Non-compliant students will be notified by the instructor via email.
2) Web logs may be used to determine if students are accessing web-based lectures.
3) Discussion activity will be monitored (no anonymous posts are allowed). Students are required to post a unique response as well as replies to at least two of their classmates.
4) Written assignments must meet the criteria for a passing grade. Students that submit substandard work will be given an opportunity to rewrite assignments, meet with the instructor, get help from a partner, etc.
5) Attendance in on-campus meetings – The instructor will be available to meet with students on campus; however, on-campus meetings will not be required.
6. Technology

· Describe any special software or multimedia tools you plan to utilize in your course (PowerPoint, Articulate, Camtasia, Flash, pod casts or other audio, etc.).  This is helpful to determine technology support needs.
Students must be able to open MS Office Suite products, including PowerPoint; they should also have an email account, Internet access, and the ability to play/hear streaming video (Media Player).

In addition, the instructor must work with Chabot’s technology staff to determine the best technology and equipment required to host the oral portions of the course.
7. Accommodations for Students with Disabilities

· Describe how you will accommodate students with disabilities. For a telecourse, is the video close-captioned?  If you plan to use any multimedia (video, podcasts, specialized software), is that accessible to your students in terms of both software availability at home and on campus and accessible for students with disabilities? 

I will need to work with Chabot’s technology personnel to make the class more accessible.

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?    

     Yes, similar courses are offered at:
Ohlone College (hybrid)
Lake Tahoe Community College (online)
⁫ 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:   _______________

Division Dean signature:  __________________________    Date:  ________________
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