	TIPS FOR WRITING CURRICULUM FOR BAKER COLLEGE


	1.
	Make changes on the current official version of the curriculum printed from the Baker College Web site and in red font.

	2.
	Please refer to the various curriculum documents on the Baker College Web site and on our Bb site for assistance in curriculum writing.  The title of the documents or reference will be italicized in parentheses throughout this document for referencing purposes.

	3.
	There is a curriculum template available to assist in your development process.  This is a blank document and would be most useful in new course development or in the revisions of a course that needs a lot of changes.  (Curriculum Template)

	
	

	(COURSE OUTCOMES (COs) for New or Revised Courses:  

	1.
	Course outcomes should always be developed/revised first, as they create the framework for the course.  (Critical Thinking Verbs for Course Outcomes)

	2.
	Half of the COs must be written at the level of the course (certificate, associate, bachelor, graduate) the remaining half may come from higher and lower levels of thinking.  (page 5 of this document)

	3.
	Keep the total number of COs to a minimum and ensure they are not repetitive.

	4.
	Each course outcome must:

	
	· include only one competency.

	
	· be measurable.

	
	· state what the student will be able to do at the completion of the course.

	5.
	Keep in mind that all COs must be clearly and directly cross referenced in the Syllabus Guide.

	6.
	Determine the order to cover the course outcomes; this may or may not be based on the order in the textbook.

	7.
	Write course outcomes for ease of use in evaluating articulation credit and experiential credit. 

	8.
	Determine if the COs are eligible for experiential credit.  If yes, indicate approval at the bottom of the COs.  If not, give a justifiable reason as to why not.

	9.
	Critical thinking skills must be in each course (as defined by the College’s Three-Year Plan for 1997-2000).  Indicate which CO(s) address critical thinking skills in the list of Academic Goals at the bottom of the CO page.  

	10.
	Include competencies for information literacy, cultural diversity, global awareness, teamwork, professional etiquette/appropriate professional behavior, customer service (and any other academic goals from the Baker College Three-Year Strategic Plans).  At least one of each competency must be present in each program.  Indicate which CO(s) address these competencies in the list of Academic Goals at the bottom of the CO page.  

	11.
	Course outcomes, when possible, should be generic and non-textbook related. This may require some material to be instructor-prepared.

	12.
	Include content that is relevant and current to employer/professionals needs.

	13.
	Make sure that outcomes do not overlap with those in other, existing courses.  Sources for course outcomes:

	New Curriculum
	Revised Curriculum

	Use own expertise.
	Refer to all items listed to the left for "New Curriculum"

	Canvas Advisory Boards on all campuses.
	Review employment and placement trends.

	Review textbooks that are available for such classes/programs.
	Review results of college assessment tools (e.g.: most are summarized on the Triennial Assessment Report, which includes data on course and program reviews, employer and graduate surveys, the ACT Alumni Survey, etc.)

	Review curriculum from other colleges, such as on the Internet.
	

	Review national curriculums, such as those for Allied Health, PSI, etc.
	

	Review accreditation essentials particularly for Health/Human Services.
	

	Review national educational reports, such as the SCANS' 2000 Report.
	

	Review national exams for advanced placement, such as CLEP Exams.
	

	Review employment trends.
	

	Use the Baker College "New Program Research Worksheet," particularly for new programs located on the Baker College Web Site as follows:  Faculty/Staff Resources -> Administration Web Site -> New Programs: New Program Research Worksheet and/or New Program Development Steps.
	


	(THE SYLLABUS GUIDE for New or Revised Courses:    

	1.
	Include on the cover page:

	· 
	The effective date (the first quarter and year the new/revised curriculum will be delivered) on the upper right of the 1st page.

	· 
	The official course name, number, prerequisite(s), co-requisite(s​), and course description, as shown in the College catalog.

	· 
	Textbook name(s), edition number, author(s), publisher, publication date, and ISBN from the student (not instructor) edition.

	· 
	Additional materials (if students are expected to purchase them for the class)

	· 
	Additional Instructor materials that must be ordered by the College for teachers; (e.g.: special reference books, maps, etc.) 

	· 
	Assessment notation must be present.  Indicate if a direct measure for program outcome assessment purposes will be used in the course.

	· 
	Classroom Setup should be indicated if it differs from the traditional classroom setup.

	· 
	Computer/software configuration for the course, if appropriate.  List what is additional to the items listed on the Standardized Computer Configuration.  (Computer Configuration)

	· 
	Faculty and campus information, developer/revisers name/campus (Pam Simon/F), date of development/revision (12/2004), and reason for the revision.  (update to 8th edition of textbook).

	2.
	Divide up course outcomes into the appropriate number of weeks.

	3.
	Select the chapters or parts of chapters in the textbook to assign and discuss each week, based on course outcomes to be covered in that week:

	
	a.
	Cross-reference the course outcomes at this time.

	
	b.
	Provide a focus for each chapter or topic.  (Sometimes you won't cover the entire chapter.)

	
	c.
	Assure that curriculum for courses/programs does not unnecessarily duplicate the content of existing courses/programs.

	4.
	If all course outcomes are not addressed in the textbook, find or create materials that can be used by instructors to cover these course outcomes.  (This could be from other textbooks, current periodicals, library research, the Internet, accreditation materials, etc.)

	5.
	Select activities for each week, out of class and in class, to correspond with the course outcomes.  These should include higher-level thinking skills and include writing assignments and library use, if appropriate.  Get ideas from:

	
	a.
	Your own expertise.
	e.
	Discussions with colleagues.

	
	b.
	Educational chat groups on the internet.
	f.
	The Baker College Supporting Resource network.

	
	c.
	Professional educational journals and newsletters.
	g.
	The librarian on your campus.

	
	d.
	Instructor's manual for the textbook.
	
	

	6.
	**Make suggestions for evaluation methods (tests, quizzes, projects, portfolios, papers, etc.), including the type and frequency of evaluation.  Suggest during which weeks evaluations could be done and what it should focus on. e.g.: Give quiz #1 to focus on the material presented in Week 2 or Give a comprehensive final exam.

	7.
	Make sure that all of the Baker College academic goals are addressed in the curriculum.  (Definitions document)

	8.
	Other Things to Consider:

	
	a.
	Course content relative to real-life experiences.

	
	b.
	Relevant guest speakers.

	
	c.
	Students' learning styles in mind.

	9.
	**Include activities to measure critical thinking skills in each course.  One of each of the remaining Academic Goals, listed on the bottom of the CO page, must be addressed in each program.  These should be cross referenced with the COs and SR where appropriate.  It is also helpful to include a due date if you assign an activity.

	10.
	Week-by Week breakdown:  Weeks 1-10 

	· 
	Number all items for the week.  For example:

	
	
	1.
	Distribute and discuss the course syllabus and course outcomes. (Always #1 Week 1)

	
	
	2.
	Use an instructor-designed handout to discuss the laboratory requirements. 

	· 
	**List both the chapter number and title the first time a chapter is named. 

	· 
	List the focus for each lecture/discussion.  Be sure that each chapter in the lecture has a separate focus; don’t lump them together.  

	
	e.g.:
	Lecture on and discuss Chapter 3 (Formatting Documents) to focus on:

	
	
	a.
	Line formatting, including:  1)  margins  2)  justification  3)  line spacing

	
	
	b.
	Page formatting, including:  1) page numbers  2)  vertical centering 

	· 
	**Identify where material not covered in the textbook can be found.  For example: 

	
	
	Give an instructor-developed lecture on how to troubleshoot the classroom hardware
or  

	
	
	Give an instructor-developed lecture from the ADA Dental Hygiene Handbook to focus on current guidelines. 

	· 
	Identify where the COs are addressed.  Do an activity-by-activity cross-reference and not a grouped-together, weekly cross-reference. e.g.:  Have the student perform a dissection of a fetal pig.  [This addresses CO #4.]  Note:  Not every activity has to address a CO.

	11.
	Commonly Missed Items:  Also items denoted with ** in #6, 9 and 10 above.

	· Reading assignments – Give the students any relevant reading assignments.  e.g.:  Have the students read Chapter 1 (Introduction).

	(SUPPORTING RESOURCES (SR):

	_
	Prepare at least two Supporting Resources with the curriculum revision/development.  (Sample Supporting Resources)  

	_
	Incorporate/Cross reference the Supporting Resources in the week-by-week breakdown within the Syllabus Guide wherever possible.

	_
	Update the current Supporting Resources as needed.


	Textbook:

	1.
	After the course outcomes are developed, choose a textbook that best covers the COs.

	2.
	Consider using a readability scale.  Refer to the Fry Readability Scale:  (Textbook Evaluation Form)

	3.
	Review textbooks from many publishers and other college campuses; call textbook representatives to get them for review.

	4.
	Consider cost.  (This is always an important consideration, due to students’ declining financial aid totals, etc.)

	5.
	Consider the following when selecting a textbook:

	
	a.
	Dates of the textbook’s current edition and next planned edition (to determine if it will be necessary to update the curriculum again for a new edition).

	
	b.
	How soon the textbook will be available.  (In general, the textbook arrives a few months after it is promised.)

	
	c.
	The history of service from the publisher on book return policy; delivery due dates; availability of instructor materials (exam copies; etc.).


	Equipment and Software/Hardware Required for Course Delivery:

	1.
	The purchase of equipment/software/hardware must be recommended and approved by your System Department Curriculum Committee; the System Curriculum Committee; and, if necessary, the System Operations Committee.

	2.
	The cost of equipment/software/hardware must be in the System and campus budgets for the year of implementation.  Please note:

	
	· 
	Budgets are generally finalized in winter of each academic year.

	
	· 
	Include the cost of training for faculty/staff in the budget.

	
	· 
	Be sure that faculty/staff training is available.  (Time schedule and cost must be approved with the willingness/availability of faculty to be trained.)

	3.
	Software/hardware purchases must be tested out and approved by the System Information Systems Department for compatibility with the Baker College computer systems, ease of faculty/student use, etc.  Contact Ron Belill, System Network Director by email for this approval.  (Contact List)

	4.
	Sufficient, user-friendly documentation must be provided by the vendor.

	
	

	Administrative Matters:

	1.
	Determine if courses need numbers.  Contact Sheryl Dean, Director of System Support, by email for number verification.  (Course Numbering Rules and Contact List)

	2.
	Determine if courses require prerequisites and co-requisites and, if so, obtain approval via the System Curriculum Committee.

	3.
	Determine if the class must be scheduled in a specialized classroom (e.g.: a room with drafting tables, PC's, a medical lab, etc.) and, if so, whether each campus can accommodate the classroom needs with available equipment/hardware and space.  Check with campus VP’s or Deans for this information.

	4.
	Determine whether qualified faculty are available to teach for each campus geographic area and/or for distance delivery of the course.

	5.
	Follow through on catalog/rotation schedule/Step Plan procedures for publishing the new course, making sure that the course appears on the rotation schedule in the same quarter for all programs to attract adequate student enrollment.

	6.
	Determine whether the new course is on enough programs to attract adequate student enrollment.

	7.
	Incorporate the Baker College Program Requirements in all programs (per the North Central Accreditation Report/Chapter 3/Fall 1999):

	Associate Degrees
· Minimum of 90 credit hours; try not to exceed 99 hours.

· General Education Core (32 credit hours) comprised of:  Communication Competence – 16-quarter hours ENG101/ENG102/SPK201/WRI115; Computer Literacy – 8-quarter hours INF 111/112/113/114/121/131 or 141A; Mathematical Reasoning – 4-quarter hours MTH101 or higher; Personal and Social Environments – 4-quarter hours PSY101 or PSY111.  (Please consult the General Education Requirements for Specific Degrees listed in the Baker College Catalog.)

· A work experience component

· A minimum of 24 credit hours in the major 
	Bachelor Degrees
· A minimum of 180 credit hours; try not to exceed 190 hours.

· Meet the General Education Requirements for Specific Degrees listed in the Baker College Catalog (72 credit hours).

· A minimum of 48 credit hours in the major.

· A minimum of 24 credit hours in the minor.




	CURRICULUM DEFINITIONS FOR BAKER COLLEGE

	

	Articulation:  A process (strongly supported by Baker College) which allows students to earn college credit for skills/knowledge previously learned at the high school level.

	
	

	Critical Thinking:  The ability to critically read, write, speak and listen.  These skills are based on critical thinking which includes the ability to comprehend, apply, objectively analyze, synthesize, and evaluate.  (Critical Thinking Verbs for Course Outcomes, page 5 of this document)

	
	

	Cultural Diversity:  The awareness of the United States as a society comprised of many subcultures resulting from differences in ethnicity, race, age, gender, abilities, religion and politics and the recognition that all subcultures must interact positively for successful survival in today's world.

	
	

	Customer Service:  A philosophy of "putting the customer first" in one's job effort and workplace.  This philosophy embraces the position that the customer is the reason the business or workplace exists and thus deserves to be treated with respect, courtesy and fairness. 

	
	

	Direct Program Assessments:  A direct measure allows assessment of student knowledge or performance by measuring that knowledge or performance as the student responds to the instrument itself.  A direct measure is a tool, scale, or instrument which is designed to collect data used to assess or evaluate student mastery of course, program or institutional outcomes.  All direct measures require a direct demonstration of student learning.  Such measures include an assignment in a course, a portfolio, licensure, certification, professional exam, a standardized final exam, or a standardized integrated project.

	
	

	Experiential Credit:  Credit earned by students who prepare a detailed portfolio to document the knowledge and skills they have developed on the job, through life experiences, etc.  This credit is generally earned in conjunction with the COL301 (Life and Learning) course at Baker College.

	
	

	Global Awareness:  The recognition of the existence of a global society comprised of the interdependent political, social, cultural, and economic entities which must interact positively for successful survival in today's world.

	
	

	Information Literacy:  The ability to recognize when information is needed, to locate it employing the latest technology, to evaluate it, and to effectively use the needed information.

	
	

	Personal and Professional Growth:  The development of or refinement of skills (such as ethical behavior, motivation, self-learning, etc.) that are commonly recognized as positive contributions to the “total person.”  As Baker College Purpose No.4, all curricula are expected to include knowledge of and skill development in these areas.

	
	

	Professionalism/Professional Etiquette:  The qualities/conduct that characterize a professional person.

	
	

	Teamwork:  The ability to successfully complete assignments/projects in a group effort with one or more individuals working together as one whole unit with devotion to the whole unit’s achievement rather than individual achievement.


	CRITICAL THINKING VERBS FOR COURSE OUTCOMES 

	Based on Bloom’s Taxonomy of Cognitive Objectives

	

	In general, Baker College defines critical thinking skills as those which are higher than the “knowledge” and “comprehension” levels of Bloom’s Taxonomy of Cognitive Objectives.  Use verbs which describe competencies at the “application,” “analysis,” “synthesis,” and “evaluation” stages of Bloom’s Taxonomy:

	
	

	High School
	Certificate/Associate
	Bachelor
	Graduate

	
	
	
	
	
	

	Knowledge
	Comprehension
	Application
	Analysis
	Synthesis
	Evaluation

	(recognition and recall of facts and specifics)
	(interprets, translates, summarizes or paraphrases given information)
	(processes information in a situation different from original learning context)

	(separates whole into parts; clarifies relationships among elements)
	(combines elements to form new entity from original one)
	(makes decisions judges, or selects based on criteria and rationale)

	define
	*conclude
	apply
	analyze
	add to
	*appraise

	discover
	describe
	classify
	*appraise
	alter
	assess

	list
	discuss
	code
	associate
	arrange
	choose

	memorize
	explain
	*collect
	calculate
	assemble
	*compare

	name
	express
	*construct
	combine
	assume
	*conclude

	observe
	group
	demonstrate
	*compare
	*collect
	*criticize

	recall
	identify
	dramatize
	contrast
	*compose
	decide

	recognize
	locate
	illustrate
	*criticize
	construct
	estimate

	record
	report
	*interpret
	debate
	create
	evaluate

	repeat
	restate
	model
	diagram
	design
	infer

	show
	review
	operate
	differentiate
	extend
	*interpret

	uncover
	summarize
	*order
	dissect
	formulate
	judge

	
	
	organize
	distinguish
	hypothesize
	justify

	
	
	practice
	divide
	manage
	rate

	
	
	schedule
	experiment
	maximize
	revise

	
	
	sketch
	fill in
	minimize
	select

	
	
	*translate
	inspect 
	modify
	*solve

	
	
	use
	inventory
	*organize
	value

	
	
	
	isolate
	plan
	verify

	
	
	
	*order
	predict
	

	
	
	
	pattern
	prepare
	

	
	
	
	question
	propose
	

	
	
	
	relate
	reconstruct
	

	
	
	
	separate
	regroup
	

	
	
	
	*solve
	rename
	

	
	
	
	subtract
	reorganize
	

	
	
	
	take apart a part of
	set up
	

	
	
	
	test
	substitute
	

	
	
	
	
	symbolize
	

	
	
	
	
	systematize
	

	
	
	
	
	*translate
	

	
	
	
	
	vary 
	

	*  Verbs used in more than one category
	
	
	
	

	

	Sample Critical Thinking Activities 

	
	
	

	Analyzing the effects of…
	Finding new combinations
	Peer teaching

	Brainstorming/generating criteria for evaluation
	Giving examples
	Problem identification  

	Comparing and contrasting
	Group presentations
	Problem solving

	Conducting experiments
	Interviewing 
	Producing an original plan

	Creating ads, stories, etc. 
	Making a chart to demonstrate knowledge
	Role playing and role reversal

	Debates
	Making deductions
	Show and tell

	Dramatizations
	Making predictions or estimates 
	Showing how some idea or 

	Evaluating data, given criteria to apply
	Making up classifications
	    project might be changed

	Evaluating one’s own products and ideas
	Model building 
	Simulation activities

	Evaluating peer projects and presentations
	Outlining written material 
	Small group projects

	Explaining the causes
	Paraphrasing
	Writing 

	

	Notes:

	1. Some ideas were taken from:

a. Critical Thinking Press & Software; P.O. Box 448, Pacific Grove, CA 93950; (800) 458-4849; 1993 copyright.

b. Taxonomy of Educational Objectives, Handbook; by Bloom; handout from Barbara Honhart/F at workshop on Critical Literacy in 5-95.

c. “The Performance-Based School”; ASCD Session:  San Francisco; March 6, 1999; by John Wessels, 10 Sigma, 1610 Commerce Drive North, Mankata MN  56003.

2. Asterisks indicate verbs that fall into more than one category.
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Task Oriented Question Construction Wheel Based on Bloom's Taxonomy.  © 2001 St. Edward's University Center for Teaching Excellence.  www.stedwards.edu/cte/bwheel.htm

TEXTBOOK EVALUATION CHECKLIST

Title of textbook:  ______________________________________________________________________________________

Author(s):  ____________________________________________________________________________________________

Publisher, Address & Phone:  _____________________________________________________________________________

Publisher Web site____________________________________________ E-mail ____________________________________

Copyright:  __________________________ Cost:  ___________________________  ISBN:  __________________________

Use the following rating criteria to evaluate the textbook:


Excellent
=5




Fair


=2


Very Good
=4




Poor


=1



Good

=3




Unsatisfactory

=0









Not Applicable

=NA

A. Presentation of Material/Content

1.
The content of the material is up to date.




_______



2.
The presentation of ideas is clearly stated.




_______



3.
The number of new concepts presented in each lesson is at the appropriate

academic level of the student.




_______



4.
The material is non-bias in nature.





_______



5.
The strategies to adapt to all students’ learning styles are incorporated.

_______



6.
The use of chapter topic headings to summarize and organize content.

_______



7.
The illustrations, charts and diagrams are clearly labeled.


_______



8.
The illustrations, charts and diagrams are placed appropriately within the text.
_______



9.
The table of contents is user friendly.




_______




10.
The index is user friendly.






_______



11.
The glossary is user friendly.





_______



12.
The bibliography of materials used, enhance the textbook.


_______



13.
Activities/assignments/ideas to help meet the academic goals for Baker College:






a.
Critical thinking.





_______





b.
Information literacy and library assignments.

_______





c.
Cultural diversity.




_______





d.
Global awareness.




_______





e.
Teamwork.





_______





f.
Professional etiquette/appropriate professional behavior.
_______





g.
Customer service.




_______





h.
Portfolio projects.




_______





i.
Writing.






_______





j.
Oral communications.




_______





k.
Computer literacy.




_______

B.
Cost



1.
The value of the textbook.



__________



2.
The cost of the supplemental materials.

__________


C.
Availability and Currency of Text




Yes
No


1.
The edition evaluated is planned to be in publication for several years.
___
___



2.
The text was published within the last 2 years.


___
___



3.
The projected date of the next edition is ____________________.
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