Chabot College

Online Course Proposal Form

2009-10
  

Course Title & Number:  BUS-15, Business English


Faculty Name:  Jan Novak
Course Delivery Method (check one):

X  Online (all instruction is online)

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

⁫  Other (please describe)

First Semester To Be Offered:  Spring 2010

1. 
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:

X  a.  Meet with Instructional Designer (Lisa Ulibarri) for initial consultation and 
Blackboard training.    Date(s) completed:  2004
X  b.  Review similar courses.  Are similar courses offered online at other

     
colleges?  If so, note the college(s).  Diablo Valley College
X  c.  Meet with your Division Dean and subdivision colleagues to secure preliminary  

     
support for offering this course via Distance Education.  Date completed:  2008
X  d.  Consult with other faculty experienced in DE.  With whom did you consult?  

    
 Dmitriy Kalyagin.  Date completed: 2008
X  e.  Review your completed proposal with your subdivision colleagues.  Attach a  
separate page listing attendees, meeting date, and a summary of the 
recommendations or reservations of your division/subdivision. Review 


completed via email, with only supportive comments.  July 2009
2. 
Student Benefits
Business English is a significantly revised version of our previous business correspondence course.  We have not offered this course in several years due to previous low enrollments.  Many of our students need to further develop their business writing skills and their business vocabulary.  An online version of this course will provide greater access, and should attract enough students to make the course once again viable.  There is also an abundance of online resources to help students with grammar and business writing.
3.
Course Content Delivery 

This course will be entirely online, with no required on-campus meetings, and entirely asynchronous.  The course will be primarily text-based, with some brief instructor-authored audio supplements and short videos.  

This course would typically meet on campus for 54 hours each semester.  In the online section, those hours of instruction will consist of the following:
· 18 hours of discussion forums (1 hour per week)
· 9 hours of peer review of classmate’s work (1 hour 9 times during the semester)

· 18 hours of quizzes (1 hour per week)

· 9 hours of reviewing Powerpoint presentations and short videos (30 minutes per week)

4. 
Nature and Frequency of Instructor-Student Interactions

I will interact with the entire class each week in the discussion forums and in weekly emails providing an overall class update.  Student feedback indicates that they greatly appreciate instructor involvement in discussions, and it’s important to guide the discussion to ensure maximum learning.  Students have also indicated in my past online courses that they like my weekly updates, as it gives them a broader view of how the class is doing, who’s doing particularly well and why, what’s coming up in the next few weeks, and always an encouragement to contact me if they need help or have questions.
I will provide individual feedback on written assignments via the assignments tool in Blackboard.  I will also require students to write two “progress reports” on their achievements in the class, and provide feedback on those reports.  This helps keep students focused on their success, or lack of success to date, and how to achieve their ultimate goals for the course.  It also enables me to provide specific suggestions to each student.
I will contact students that do not complete any assignment in the first few weeks of the class via email, and will contact those that miss more than one week of assignments throughout the course.

5.
Nature and Frequency of Student-Student Interactions

Students will interact each week in the discussion forums, where they will be required to respond to at least two of their classmates’ postings.  Students will also be required to review the work of other students 9 times during the semester in small groups.  Additionally, students will have one group project during the semester where they will be required to work with 2-3 classmates to develop a significant communications project.  This interaction keeps students engaged, as they feel connected to each other and somewhat responsible for each other.

6. 
Assessment of Student Learning
Students in this course will have 55 assessments during the course of the semester.  This abundance of assessments reduces the risk of cheating, as there is no single assessment that’s determinative of a final grade, and it would be very difficult to “find a friend” willing to complete so many assignments.

Assessment will consist of the following:

· 18 weekly quizzes @ 20 points each, or 360 points

· 18 weekly discussion forums @10 points each, or 180 points

· 9 written assignments @ 30 points each, or 270 points

· 9 peer reviews of classmate work @10 points each, or 90 points

· One group project @ 100 points

This assessment plan provides students with many, many opportunities to practice their business English skills, be it in writing discussion posts or written assignments or peer reviews.  It will also enable them to engage with their classmates.  Each student will have at least 3 assessments of progress each week, and 3 opportunities to engage with me on their progress in the class.

7.
Technology

This will be a fairly “low-tech” class, as the focus is on grammar and writing.  The instructor will incorporate short audio segments and provide the necessary downloads to access those segments.  Videos will be from YouTube or similar sources, and be optional.  A PowerPoint Viewer download will be provided so students can access those materials.
8.
Accommodations for Students with Disabilities

The short audio segments will be accompanied by a transcript.  Video segments will be optional or be transcribed.  I am very familiar with and will utilize alt-tag for images in PowerPoints or elsewhere in the course.
9.
Submit your proposal (electronic version via email and hard copy via campus mail)
             to the chair of the Committee on Online Learning.
Faculty signature:  _______________________________     Date:   _______________

Division Dean signature:  __________________________    Date:  ________________
