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Agenda ltem Title: Report from Superintendent/President

Purpose: Update the Board and Public on Various Campus Events and Activities for
September and October, 2009.

Agenda Section:
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Summary:

Recommended Action: No action required - information only.
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ﬁ CUESTA SUPERINTENDENT/PRESIDENT’S REPORT
N (COLLEGE OCTOBER 7, 2009

Cuesta College dedicated the student veteran's office on September 9. This was a great event
with local representatives from several military service organizations, Supervisor Frank
Mecham, and our student veterans. ASCC President and Student Trustee Josh Shepherd
provided a noteworthy keynote address. This is a step towards improving our service to just
one of the many groups from our community who attend Cuesta College. This office provides a
space for student veterans to meet and study and also to research and apply for the many
benefits they are entitled to through their service. | want to thank the Veterans Support
Committe, Dr. Fontanilla, Anthony Gutierrez, Josh Shepherd, and the many other volunteers
who contributed to this effort.

The accreditation foliow-up visit has been scheduled for October 27. Unlike the visit we
received last fall, this will be a one day visit by two team members. The two members of the
team that will be returning are Dr. Fran White (team chair) and Dr. Andreea Serban,
Superintendent/President of Santa Barbara City College. The team was selected by the
accrediting association with no request for input from us. We look forward to their visit.

The first Green Jobs Action Summit for the Central Coast was held at Cuesta College on
September 25. The summit provided a forum for eco-friendly, business-driven action by
exploring ways to power green growth throughout the county. Keynote speakers included
District 3 Supervisor Adam Hill and Debra Chaplan, director of special programs for the State
Building and Construction Trades Council of California. Information was provided regarding
current green laws, regulations, funding opportunities and case studies. The event also focused
on new, green-driven economic opportunities to benefit both San Luis Obispo County and
California. The summit was presented by the SLO Green Jobs Corps in partnership with
Cuesta College, California Conservation Corps, Community Action Partnership, the Workforce
Investment Board and the International Brotherhood of Electrical Workers.

The college has begun the first of its second phase, strategic planning forums on campus.
These brainstorming sessions are an opportunity for the college community to participate in the
strategic planning process and provide insight and expertise from all areas of the college. The
data from these forums will be consolidated and reviewed by the strategic planning committee,
which will then begin work on developing a detailed strategic plan for the district. Many thanks
to those who have and will continue to participate in this process as the college moves toward
developing a long term planning process and improving the overall quality of the institution.

Cuesta College hosted a job fair in Paso Robles on September 29 for job seekers and students
in the community. Employers from a variety of industries were available to recruit individuals for
available positions and answer questions about career opportunities. Employers present at the
event included several local staffing agencies, medical companies, retail stores, educational
institutions and representatives from city, county and state agencies looking for employees.
Complimentary workshops were offered, including How to Apply for Jobs with Local and State
Government Agencies, How to Conduct an Intemet Job Search and the Do's and Don'ts of
Resumes. This event was sponsored in partnership by the Workforce Investment Board, the
San Luis Obispo Employer Advisory Group, the City of Paso Robles, the Business and Career
One-Stop Center and the California Employment Development Department with Cuesta
College.
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San Luis Obispo County Community College District

AGENDA ITEM TITLE: Cuesta College Foundation Gifts

PURPOSE: To report gifts received by the Cuesta College Foundation of cash, real and personal property,
and non-cash gifis that supptant cash for the month of August 2009,

AGENDA SECTION:

Communication; W: X Action: Discussion/Action: Information:

PREPARED BY: Jﬁme King PRESENTERS: Dave Pelham

SUMMARY: The Foundation has received $437,479.17 in cash, pledges, real and personal property, and
non-cash gifis that supplant cash for the month of August 2009.

RECOMMENDED ACTION: Action is not reguested.

APPROVED FOR BOARD AGENDA:

Goe Bt

Dave Pelham
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MONTHLY REPORT OF GIFTS
SUMMARY
AUGUST 2009

Various . : § 388,269.64 | Gifts Over $200.00
Various ' $ 95.00 | Booster Club
Various $  150.00 | Friends of the Library
Various $ 3,780.69 | Scholarships for Named Students*
Various $ 5,183,384 | Gifts Under $200.00%*
Various 0.00 | Non Cash Gifts
-TOTAL RECEIVED $437479.17
August 1-31, 2009

*This amount represents money received for scholarships for designated students as received from various clubs and organizations. This figure is
not a “Gift” to Cuesta College Foundation.

**Only cash gifts are included
Gifts receive the “where the need is greatest” designation when they are unrestricted but are not solicited through Cuesta Fund mailings.

T?:nz'oilowin employees have donated through automatic payroll deductions: Christopher Akelian, Guyla Amxe, Timothy Anderson, Katchy
Andrews, John Arno, Diane Amoldi, Dennis aegen. Gregory Baxley, Guadalupe Beanway, Laura Becker, Katherine Blum, Tricia Bramsen,
Christine Braun, Sharon Brazell, Kent Brudney, Steven Budke, John Byrne, Jay Chalfant, alv Chambers, Leila Chambers, Delbert Chausse,
Denise Chellsen, Angela Clgy, Pete Cocke, 'ngard Conklin, Cathrine Csyr. Joe Dansby, Calvin DePass, Sallee Detomaso, Jane Donaldson,
Dunn, Betsy, Dina Egclm , John Fetco, Janet Florez, Linda Fontanilla, Sally Girard, Christopher Green, Matthew Green, Anna Greiner, Jeffrey
Grover, Stephan Gunsaulus, Haila Haﬂ? Kulver, Linda Harris, Claudia Hayner, Douglas Highland, Julie Hojgnan, Janice House, Patrick
Hughes, Nancy Hurd, Jill Ivie, Richard Jackson, Katherine Jimison, Fay Johnson, Jant Johnson, Dennis Judd, Dorrae Kim, Jackie King, Michael
Kinter, Margare Korisheli, Marie Larsen, Beverly Larson, Greg:?ol.ewis, Diane Limon, Ed Maduli, Sonja Manor, Robert Mariucci, Sgndee
McLaughlin, Allison Merzon, Barbara Miller, Kenneth Miller, rah Milner, Angela Mitchell, Cherie Moore, Edie Morales, Patrick Mullen,
Donald Norton, Berta Parrish, Pamela Peachey, David Pelham, Margaret Perez Sesser, Nanette Pina, Karen Randolph, Lana Rauch, Pamela
Rose, Gary Rubin, Ron Ruppert, Lisa Schicker, Deborah Schlanser, Patrick Schwab, Robert Schwennicke, Linda Scott, Marcia Scott, Dawn
Smith, Toni Sommer, Richard Staley, Mark Ster‘aﬁel, June Stephens, George Stone, John Sullivan, Ralph Sutter, Jay Thompson, Antonia Torrey,
%ark z;umer, Karen Urquhart Tacket; Estella Vazquez, Kristine Wayland, Nancy Webb, James West, Mark Witwand, Peggy Wright, Maryarine
ryc

TN
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MONTHLY REPORT OF GIFTS
AUGUST 2009

Date

| Amount

| Purpose

| Name and Address

8/11/2009

$ 500.00

Frank and Lois Martinez President's
“Scholarship -

Frank R. Martinez
2383 Sunset Drive
San Luis Obispo, CA 93401

8/10/2009

$ 221.64

Area of Greatest Need

Patrick W. Mullen
2234 Flora Street
San Luis Obispo, CA 93401

8/11/2009

-$ 333,300.00

Foundation Community Fund

Dempsey Family Trust

8/12/2009

$ 130000

Rosie Benevedo Memorial Scholarship

Terry Benevedo
451 Beech St.
Arroyo Grande, CA 93420

8/12/2009

- $ 24,000.00

WIA Nursing Industry Match

Catholic Healthcare West
1911 Johnson Ave.
San Luis Obispo, CA 93401

8/12/2009

$ 1,000.00

Master Chorale

1.D. O'Meara
1674 Trouville Avenue
Grover Beach, CA 93433

8/12/2009

$ 243.00

Area of Greatest Need

Ronald Little
1513 Brighton Ave.
Grover Beach, CA 93433

e |



{ Date

| Amount

| Purpose | Name and Address

| 811212009 -

K3
$

1,000.00

) 1 om-w

-Zelle Diefenderfer Endowment
Kenneth Diefenderfer Scholarship
Endowment

Kenneth Diefenderfer
1346 3rd Street
Los Osos, CA 93402

8/12/2009

$

1,600.00 -

Athletics Advertising Sponsorship

Columbia College at Cuesta College
Attn: Teresa Genova

University Center, Bldg. 2700

San Luis Obispo, CA 93403

8/12/2009

5,000.00

Area of Greatest Need

Betty Lou Durham
1794 Koicb Drive
Fairfield, CA 94534-2923

8/12/2009

~ 500.00

Athletics Advertising Sponsorship

VS Athletics
4035 South Higuera Street
San Luis Obispo, CA 93401

8/12/2009

2,300.00

Athletics Advertising Sponsorship

Ed Marcom Enterprises
393 Marsh Street
SanLuis Obispo, CA 93401

8/12/2009

315.00

-Athletics Advertising Sponsorship

Spirit of San Luis
925 Airport Drive
San Luis Obispo, CA 93401

8/21/2009

4,500.00

Osher California Community College
Scholarship

Foundation for California Community Colleges
1102 Q Street, Suite 3500
Sacramento, CA 95811-6549

8/21/2009

7,500.00

Athletics Advertising Sponsorship

Rabobank N.A.
P.O. Box 580
Arroyo Grande, CA 93421

8/21/2009

- 1,400.00

‘Athletics Advertising Sponsorship

SESLOC Federal Credit Union
P.O. Box 5360
San Luis Obispo, CA 93403-5360

Page 2 of 3
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| Date | Amount _{ Purpose { Name and Address
8/21/2009 $ 300.00 | Quota Morro Bay Gamet Caughlin Sharon Westray
Endowment 789 Highland Drive
_ Los Osos, CA 93402
8/28/2009 | §  1,000.00 | Nerth County Campus Choir - Project PG&E Corporation Foundation
Ireland P.O. Box 7586
S Princeton, NJ 08543
8/28/2009 1 $  540.00 | Athletics Advertising Sponsorship San Luis Garbage Company
' . 2925 McMillan Street, Ste 202
- . San Luis Obispo, CA 93401
8/28/2009 $ 750.00 | Athletics Advertising Sponsorship Subway Sandwiches #1035
: 775 Foothill Boulevard #B
San Luis Obispo, CA 93405

Pae=3 of 3
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San Luis Obispo County Community College District

AGENDA ITEM TITLE: CURRICULUM RECOMMENDATIONS

PURPOSE: APPROVAL OF CURRICULUM RECOMMENDATIONS

AGENDA SECTION:
Communication; Report: Action: X Discussion/Action: Information: Consent:
PREPARED BY: Angie Lau PRESENTERS: Kevin Bontenbal

SUMMARY: The Curriculum Committee is recommending that the Board of Trustees approve the curriculum
as listed below and on the attached chart.

New Courses:

* PHYS218 - Applied Problems for Calculus-Based Physics
s  WEXP 001 - Computer Skills for Workplace Readiness A
¢ WEXP002 - Computer Skills for Workplace Readiness B !
* WEXPO04 - Job Search Basics A: Exploring Career/Vocational Options
¢ WEXPO05 - Job Search Basics B: Exploring Career/Vocational Options
* WEXPOI2 - Life Skills for Success A: Who Am 1?
* WEXPO013 - Life Skills for Success B: How do 1 Decide?
* WEXPO014 - Life Skills for Success C: How Much do I Need?
* WEXPO015 - Life Skills for Success D: Staying Healthy?
* WEXPO016 - Life Skills for Success E: Finding Your Future
* WEXPOI8 - Life Skills for Success G: Community Living B - Developing a Sense of
Community
* WEXPO019 - Life Skills for Success H: Living Healthy Relationships
Major Revisions:
s BUS201A - Financial Accounting
* BUS201B - Managerial Accounting
* EMS108A - Paramedic Intern]
Distance Education:
* D210 - Interior Design

RECOMMENDED ACTION: Approve the curriculum recommendations as requested.

APPROVED FOR BOARD AGENDA:

@’“‘ %—\ (6205

Dave Pelham Date
Superintendent/President

Beard Cover Form-4/24/03
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PRE/COREQUISITE/ADVISORY VALIDATIONS EFF ACTION
PHYS 218 510 Validated Corequisite
INACTIVATIONS EFF ACTION
WEXP 193A - Job Search Basics A S10
WEXP 193B - Job Search Basics B 810
SPECIAL TOPICS EFF ACTION
CIS 193G - Mobile Device Programming S10

Curriculum Committee — September 4, 2009
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08/26/2009 10:30 COURSE OUTLINE SPRING 2018
PROPOSED NEW COURSE PHYS5218

CATALOG INFORMATION

Dept & Nbr: PHYS218 Title: PROB FOR CALC-BASED PHYS
Full Title: APPLIED PROBLEMS FOR CALCULUS-BASED PHYSICS
Units Course Hours Per Week Nbr of Weeks Course Hours Total
Max : 1.0 Lecture 1.0 17 (18) Lecture 18.0
Min: 1.0 Lab 0.0 Lab 0.0
Contact DHR 6.0 Contact DHR 6.0
Contact Total 1.0 Contact Total 18.0
Non-contact DHR 0.0 Non-contact DHR 0.0
Title 5 Category: 02 AA Deg Non-Applid
Grading: CR Credit course taken for CR/NC only
Repeatability: 03 REPEATABLE 3 SEMESTERS

Also listed as:

CATALOG DESCRIPTION:
Develops problem-solving skills that directly assist student mastery of
concepts presented in PHYS 208 classes.

PREREQUISITES:

COREQUISITES:
PHYS 208A or PHYS 208B.

RECOMMENDED PREPARATION:
No advisories.

LIMITS ON ENROLLMENT:

SCHEDULE OF CLASSES INFORMATION:
Corequisites: PHYS 208A or PHYS 208B.
Course designed to help students gain the problem-solving skills necessary
to be successful in PHYS 208 courses. (Credit Only) (Repeat Code 3)

ARTICULATION and CERTIFICATE INFORMATION

ASSOCIATE DEGREE: Effective: Inactive:
Area:
CSt GE: Effective: Inactive:

Transfer area:

IGETC: Effective: Inactive:
Transfer area:
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CC101-1-0UTLINE CUESTA COLLEGE
08/26/2009 10:30 COURSE OQUTLINE

PROPOSED NEW COURSE

CSU TRANSFER: Effective:
UC TRANSFER: Effective:
CAN:

CERTIF/MAJOR APPLICABLE: N NOT A CERTIFICAT

APPROVAL AND DATES

Version 01 Submitted by: BRET CLARK
Department approved:
Curriculum approved:
Prerequisites approved:
Term effective: SPRING 2010 Last taught:

COURSE CONTENT

OUTCOME AND OBJECTIVES:
Upon completion of this course the student s
1. Apply concepts discussed in PHYS 208 lec
new problems.
2. Develop problem-solving skills.
2. Analyze information given in written for
important information to derive a soluti

TOPICS AND SCOPE:

1. Using given information to determine pro

2. Problem-solving strategies for four basi
a. Kinematics
b. Force
¢c. Energy
d. Momentum

ASSIGNMENTS:

Primarily College Level

2 hours of independent work done out of clas

or class work, or 3 hours lab, practicum, or

1. Homework

2. Break assignment

3. HWritten review paper

CLASS PARTICIPATION AND ASSIGNMENTS REQUIRE

THINKING

1. Each assignment requires students to ana
develop a solution path, and apply mathe
to solve the problem.

2. Student-led discussions of problems requ
sglution synthesis.

METHODS OF EVALUATION:
The types of writing assignments required:

Written homework
Reading reports

PAGE : 2
SPRING 2010
PHYS218
Inactive:
Inactive:

E-APPLICABLE CQURSE

Date: 08/24/2009
Date:
Version approved:
Last reviewed:
Inactive:

hould be able to:
ture to an array of

m, parsing out
on map for problems.

blem-solving pathway.
¢ physics problems:

s per each hour of lecture
the eguivalent, per unit

AND DEVELOP CRITICAL

lyze given information,
matics and physics skills

ire problem analysis and
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08/26/2009 10:30 COURSE OUTLINE SPRING 2010
PROPOSED NEW COURSE PHYS218

The problem-solving assignments required:
Homework problems
Quizzes

The types of skill demonstrations required:
Class performance

The types of objective examinations used in the course:
Completion

Other category:
None

REPRESENTATIVE TEXTBOOKS:
Primarily college level. No text required. A course packet will be
downloaded by students each semester.

RATIONALE



CC101-1-0OUTLINE
08/26/2009 10:30

PROPOSED NEW COURSE

MISCELLANEQUS

Advisory generate desc: N
Area department: PHYS
Audit flag: N
Basic skills: X
Classification: A
Cost level: 00
CVU/CVC status: N
Disciplines: UNKNORW
Division: 80
Faculty service area: PHYBDA
Fee: $0.00
In-service: X
Level below transfer: X
Matric-requiring: X
Maximum class size: 0
Maximum wait list: 0
Method of instruction: 02
Non-credit category: X
Open entry/exit: N
Pacs activity: 1902
Pacs program project: 0000

Preg/coreq generate desc: N
Preg/coreq provisional:- N
Preq/coreq reg check: N
Repeat group id:

Requires instructor sig: N
SAM classification: E
Selected/special topic: Y
Special class: X
TOP code: 0
Work-based learning N
Workload:

1902,

0.1.6.

CUESTA COLLEGE
COURSE OUTLINE

PAGE ; 4
SPRING 2010

PHYS218

NO

Physics

NOT AUDITABLE

NOT BASIC SKILLS

Liberal Arts and Sciences Education Cour
NOT WUSED

DISTANCE ED IS NOT CVU/CVC DEVELOPED
UNKNOWN

Physical Science

PHYSICS

NOT AN IN-SERVICE COURSE
NOT APPLICABLE
Exempt from assessment

LECTURE

NOT APPLICABLE, CREDIT COURSE
Not open entry/open exit
Physics, General

Unrestricted

NO

NO

NO PREREQUISITE RULES EXIST

INSTRUCTCR'S SIGNATURE NOT REQUIRED
Non-occupational

SELECTED TOPIC COURSE

NOT A SPECIAL COURSE

Physics, General

DOES NOT INCLUDE WORK-BASED LEARNING
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09/26/2009 09:03 COURSE OUTLINE SPRING 2010
PROPOSED NEW COURSE WRKEXP 1

CATALOG INFORMATION

Dept & Nbr: WRKEXP 1 Title: COMPUTER SKLS WORKPLACE
Full Title: COMPUTER SKILLS FOR WCQRKPLACE READINESS A
Units Course Hours Per Week Nbr of Weeks Course Hours Total
Max: 2.0 Lecture 1.0 17 {18) Lecture 18.0
Min: 2.0 Lab 3.0 Lab 54.0
Contact DHR 0.0 Contact DHR 0.0
Contact Total 4.0 Contact Total 72.0
Non-contact DHR 0.0 Mon-contact DHR 0.0
Title 5 Category: 01 AA Degree Applic
Grading: GC Credit course for grade or CR/NC
Repeatability: 03 REPEATABLE 3 SEMESTERS

Also listed as:

CATALOG DESCRIPTION:
Introduces Windows operating system, internet search, email usage, word pr
ocessing, keyboarding skills, and basic business correspondence formatting
techniques. Designed to provide the student with the basic computer lite
racy and proficiency necessary to complete a basic job search portfolio an d
computer-based communication.

PREREQUISITES:

COREQUISITES:

RECOMMENDED PREPARATION:
No advisories.

LIMITS ON ENROLLMENT:

SCHEDULE OF CLASSES INFORMATION:
Introduces Windows operating system, internet search, email usage, word pr
ocessing, keyboarding skills, and basic business correspondence formatting
techniques. Designed to provide the student with the basic computer lite
racy and proficiency necessary to complete a basic job search portfolio an d
computer-based communication. (Grade or CR/NC) ({Repeat Code 3)

ARTICULATION and CERTIFICATE INFORMATION

ASSOCIATE DEGREE: Effective: Inactive:

Area:
CsU GE: Effective: Inactive:

Transfer area:
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PROPOSED NEW COURSE WRKEXP 1

IGETC: Effective: Inactive:

Transfer area:

CSU TRANSFER: Effective: Inactive:

UC TRANSFER: Effective: Inactive:

CAN:

CERTIF/MAJOR APPLICABLE: N NOT A CERTIFICATE-APPLICABLE COURSE

APPROVAL AND DATES

Version 01 Submitted by: MATTHEW GREEN Date: 0B8/17/2009
Department approved: Date:
Curriculum approved: Version approved:
Prerequisites approved: Last reviewed:
Term effective: SPRING 2010 Last taught: Inactive:

COURSE CONTENT

QUTCOME AND OBJECTIVES:

Upon completion of the course the student should be able to:

1. Demonstrate touch keyboarding on the alphabetic keys at 15 AWPM (wpm mi
nus errors) or improvement of existing touch typing skills by 5 AWPM;

2. Demonstrate correspondence- formatting techniques appropriate to a busi
ness setting;

3. Demonstrate a basic understanding of the Windows operating system inclu
ding managing files;

4. Demonstrate basic ability to navigate a web-browser including the abili
ty to find and go to a desired webpage;

5. Demonstrate basic ability to use an email editor, including composing a
business-appropriate message, replying to a message, and viewing and send
ing attachments;

6. Demonstrate basic proficiency in word processing software;

TOPICS AND SCOPE:

Objective 1

1. Baseline typing skills assessment

2. Prescribed lessons of typing tutorial

3. Assessment of progress

Objective 2

4. Business letter formatting e.g. cover letter, thank you letter

5. Memo formatting

Objective 3

6. Elements of Windows desktop

7. Manipulating Windows (maximize, minimize, close, switch among open prog
rams)

8. Windows Start menu and Taskbar

9. Modifying desktop folders and icons; c¢reate, delete and move

t0. Saving and renaming documents in My Computer

11. Keyboard commands, functions, navigation keys, and number pad

12. Opening and saving files in My Documents

13. Using mouse to Click, Peint, Double-click, Right-click, Triple-click,



CC101-1-CUTLINE CUESTA COLLEGE PAGE: 3
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and scroll

Objective 4

14. Opening/Closing default internet browser

15. Browser wWindow (home, forward, back, refresh, stop buttons)
16. Navigating in a web page

17. Web searching for employment opportunities and resources
18. Address bar and web address

19. Copying from web sites

Objective 5

20. Elements of an email window and an email message (e.g. Gmail window)
21. Email addresses

22. Viewing messages and attachments

23. Composing, sending, replying, forwarding email messages
24, Email etiquette

25. Email, attachments e.g. resume, letters

26. Viruses

Cbjective &

27. Opening and exiting Word and Word window

28. Save and Save As functions

29. Backspace, Delete, and Undo/Redo functions

30. Mouse and keyboard selection and navigation

31. Opening blank document

32, Select and Cut, Copy, and Paste functions

33. Spell check, grammar check, and thesaurus

34. Paragraph alignment (left, center, etc.)

35. Fonts and paragraphs

36. Tabs Set and modify functions

37. Opening existing document

38. Renaming document

Objective 7

38. Advanced Tabs functions

40. Symbols and Bullets functions

41. Page margins functions

42. Line spacing, indents, and advanced paragraph alignment
43. Tables

44. Footnotes/Endnotes

45. Paragraph borders and shading

46. Clip Art and Drawing Objects

ASSIGNMENTS:
Not Primarily College Level
Library has resources needed for assignment completion.
Two hours of independent work done out of class per each hour
of lecture or class work, or three hours lab, practicum, or
the equivalent, per unit.
1. Practice typing.
2. Completing applications, resumes, cover letters

METHODS OF EVALUATION:

The types of writing assignments required:
None
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The problem-solving assignments required:
Homework problems
Other: job search portfolio

The types of skill demonstrations required:
Class performance
Performance exams
Other: in class assignments

The types of objective examinations used in the course:
None

Other category:
None

REPRESENTATIVE TEXTBOOKS:

Not Primarily College Level.

Ober, Hamson, Johnson, Rice. "Gregg College and Keyboarding and Document P
rocessing Lessons 1-60". Westerville, OH: McGraw-Hill Inc., current editio
n. Ober, Hanson, Johnson, Rice. "MS Word Manual for Gregg College". Wester
ville, OH: McGraw-Hill Inc., current edition.

RATIONALE
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PROPOSED NEW COURSE

MISCELLANEOUS

Advisory generate desc: N
Area department: WRKEXP
Audit flag: N
Basic skills: X
Classification: A
Cost level: 00
CVU/CVC status: X
Disciplines: UNKNOW
Division; 75
Faculty service area: EDS27B
Fee: $0.00
In-service: X
Level below transfer: X
Matric-requiring: X
Maximum class size: ]
Maximum wait list: 0
Method of instruction: 03
Non-credit category: X
Open entry/exit: N
Pacs activity: 4930
Pacs program project: 0000

Preg/coreq generate desc: N
Preg/coreq provisional: N
Preq/coreq reg check: N
Repeat group id:

Requires instructor sig: N
SAM classification: E
Selected/special topic: N
Special class: X
TOP code: 1
Work-based learning Y
HWorkload:

4830.

O.1.11.

CUESTA COLLEGE PAGE:

COURSE OUTLINE

WRKEXP 1

NG

Work Experience

NOT AUDITABLE

NOT BASIC SKILLS

Liberal Arts and Sciences Education Cour
NOT USED

CVU/CVC UNKNOWN OR NOT DISTANCE ED
UNKNOWN

Workforce and Economic Development

WORK EXPERIENCE

NOT AN IN-SERVICE COURSE
NOT APPLICABLE
Exempt from assessment

LECTURE /LABORATORY

NGT APPLICABLE, CREDIT COURSE
Not open entry/open exit
General Studies

Unrestricted

NO

NO

NO PREREQUISITE RULES EXIST

INSTRUCTOR'S SIGNATURE NOT REQUIRED
Nen-occupational
NOT A SELECTED TOPIC COURSE

- NOT A SPECIAL COURSE

Job Seeking/Changing Skills
INCLUDES WORK-BASED LEARNING ACTIVITIES

5

SPRING 2010



0.1.12,

E (8U &100 (sOP (s12.0vV &1l0L CC101-1-OUTLINE CUESTA COLLEGE
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PROPOSED NEW COURSE WRKEXP 2

CATALOG INFORMATION

Dept & Nbr: WRKEXP 2 Title: COMPUTER SKLS WORKPLACE
Full Title: COMPUTER SKILLS FOR WORKPLACE READINESS B
Units Course Hours Per Week Nbr of Weeks Course Hours Total
Max: 2.0 Lecture 1.0 17 (18) Lecture 18.0
Min: 2.0 Lab 3.0 Lab 54.0
Contact DHR 0.0 Contact DHR 0.0
Contact Total 4.0 Contact Total 72.0

Non-contact DHR 0.9 Non-contact DHR 0.0

Title 5 Category: 01 AA Degree Applic

Grading: GC Credit course for grade or CR/NC
Repeatability: 03 REPEATABLE 3 SEMESTERS

Also listed as:

CATALOG DESCRIPTIOCN:
Introduces intermediate computer literacy concepts of Windows operating
system, Internet search, email usage, word processing, and keyboarding
skills; and basic business correspeondence formatting techniques. Designed to
provide the student with the skills necessary to create a professional-
looking job search portfolio, conduct an extensive job search, and perform
basic computer tasks in the workplace.

PREREQUISITES:

COREQUISITES:

RECOMMENDED PREPARATION:
No advisories.

LIMITS ON ENROLLMENT:

SCHEDULE OF CLASSES INFORMATION:
Introduces intermediate computer literacy concepts of Windows operating
system, Internet search, email usage, word processing, and keyboarding
skills; and basic business correspondence formatting techniques. Designed to
provide the student with the skills necessary to create a professional-
locking job search portfolio, conduct an extensive job search, and (Grade or
CR/NC) (Repeat Code 3)

ARTICULATION and CERTIFICATE INFORMATION

ASSCCIATE DEGREE: Effective: Inactive:
Area:
CS8U GE: Effective: Inactive:

Transfer area:
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IGETC: Effective: Inactive:

Transfer area:;

CSU TRANSFER: Effective: Inactive:

UC TRANSFER: Effective: Inactive:

CAN:

CERTIF/MAJOR APPLICABLE: N NOT A CERTIFICATE-APPLICABLE COURSE

APPROVAL AND DATES

Version 01 Submitted by: MATTHEW GREEN Date: 08/17/2009
Department approved: Date:
Curriculum approved: Version approved:
Prerequisites approved: Last reviewed:
Term effective: SPRING 2010 Last taught: Inactive:

COURSE CONTENT

OUTCOME AND OBJECTIVES:
Upon completion of the course the student should be able to:

1.

5.

6.

Demonstrate touch keyboarding on the alphabetic keys at 15 AWPM
{wpm minus errors) or improvement of existing touch typing skills
by 5 AWPM.

Demonstrate correspondence-formatting techniques appropriate to

a business setting.

. Demonstrate an understanding of the Windows operating system

including modifying the Desktop, creating and manipulating files
and folders, and in stalling software.

. Demonstrate basic ability to modify and use the special features

of the web-browser and to do effective Internet search.
Demonstrate basic ability to manage messages and modify email
editor optiecns.

Demonstrate intermediate ability in word processing software.

TOPICS AND SCOPE:
Objective 1

1.
2.

Baseline typing skills assessment speed test
Prescribed lessons of typing tutorial 3. Assessment of progress

Objective 2

4,
5.

Business letter formatting
Memo formatting

Objective 3

6.
7.
8.
9.
10.
11.
12.

Start My Computer

Directory/folder structure

Common program file extensions

Changing directory and file views

Create, move, copy, rename, and delete a folder
Select one or more files

Move, copy, delete and rename a file
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13.
14,
15.
16.
17.

Find files

Desktop folder and icons (creating, deleting, and moving)
Display Control Panel

Change date/time and display settings

Software installation

Objective 4

18.
19.
20.
21.
22.
23.
24.

Using common search engines {e.g. Google)

Adding to and managing Favorites

Using and managing History

Using effective search strategies

Changing default Home page

Using Tools menu to manage cookies, history, and offline files
Online job applications, including attachments-resume, letters

Objective 5

25.
26.
27.
28,
29.
30.

Deleting attachments

Sorting, moving, copying, and searching messages
Adding and managing contacts

Email etiguette

Modifying email options (adding signatures, stationery)
Using the Help feature

Objective 6

31. Advanced Tabs

32. Symbols and Bullets

33. Page margins

34. Line spacing, indents, and advanced paragraph alignment
35. Tables

36. Footnotes/ Endnotes

37. Paragraph borders and shading

38, Clip Art and Drawing Objects
ASSIGNMENTS:

Not Primarily College Level

Library has resources needed for assignment completion.

Two hours of independent work done out of class per each hour
of lecture or class work, or three hours lab, practicum, or
the equivalent, per unit.

i.

Practice typing.

2. Completing applications, resumes, cover letters

METHODS OF EVALUATION:

The types of writing assignments required:

None

The problem-solving assignments required:

Homework problems
Other: job search portfolio

The types of skill demonstrations required:

Class performance
Performance exams
Other: in class assignments

WRKEXP 2
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The types of objective examinations used in the course:
None

Other category:
None

REPRESENTATIVE TEXTBOOKS:

Not Primarily College Level.

Ober, Hanson, Johnson, Rice. "Gregg College and Keyboarding and Document P
rocessing Lessons 1-60". Westerville, OH: McGraw-Hill Inc., current editio
n. Ober, Hanson, Johnson, Rice. "MS Word Manual for Gregg College”. Wester
ville, OH: McGraw-Hill Inc., current edition.

RATIONALE






