REEDLEY COLLEGE

STAND ALONE COURSE APPROVAL REQUEST
	Course:
	Understanding & Using Vocational English


	Title:
	VESL 265


Catalog Description: VESL 265 is an integrated skills English course for intermediate ESL students who want to learn English for vocational purposes. Students will develop skills in reading, writing, and grammar through vocational content.  This course prepares students for ESL 266 level courses and may be taken concurrently with other ESL 265 level courses.    
For stand alone courses, explain briefly to the committee how your proposed course fits the following five areas:

 

Criteria A. Appropriateness to Mission

1. The objectives of this course as defined in the course outline are consistent with the mission of the community colleges as established by Education Code 66010.4, especially in that this course:

a. provides instruction in English as a Second Language. 66010.4.(a)2(A)

b. “serves to advance California's economic growth and global competitiveness through education, training, and services that contribute to continuous work force improvement.” 66010.4.(a)3

2. This course is congruent with the Reedley College mission statement in that it meets specific educational needs of our students and prepares them for success in a diverse workplace.

Criteria B. Need
1. This course has been developed to meet two needs: (1) second-language speakers in local industry who want to improve their job-related English proficiency (and employers who want to encourage English language proficiency) and (2) second-language speakers who want to enroll in Reedley College vocational programs but lack the necessary English-language proficiency. 

2. This an intermediate ESL course on level with ESL 265 and ESL 265LS. This course may be taken concurrently with other ESL 265 level course and may be used as a part of the multiple-measure placement for ESL 266 level classes. 

3. Enrollment data
	Academic

Year
	Applications

Processed
	Number (Headcount) and Percentage Enrolled

Who Indicated a Home Language Other Than English*

	2000-01
	7,043
	3,412  (48.2%)

	2005-06
	6,022
	1,419  (23.6%)


*Not all students submitting applications indicate a home language.

Criteria C. Curriculum Standards
1. The outline of record for this course has been approved the Reedley College Curriculum Committee and meets the requirements of Title 5.

2. This course is not degree applicable or transferable. (“55805.5. Types of Courses Appropriate to the Associate Degree” criteria does not apply.)
Criteria D. Adequate Resources
1. This course will be administered in the same manner as existing ESL courses in terms of funding, faculty, facilities and equipment. 

Criteria E. Compliance
1. The design of the course is not in conflict with any law particularly in regard to enrollment restrictions and licensing or accreditation standards. 

Reedley College

New Credit Course Outline 

	Course # / Title
	VESL 265/ Understanding & Using Vocational English


CHECK OFF SHEET 

PRELIMINARY STEPS (Do before completing Course Outline):

	(   1.
	Communicate with the Curriculum Chair regarding intent to propose a new course (scheduling an appointment for discussion is highly recommended for first time proposers).


	(   2.
	List term for Implementation:
	[x]
	Fall
	2008
	[  ]
	Spring
	
	[   ]
	Summer
	


	(   3.
	Determine if there is a similar course or program at FCC:

	
	Yes

X
No




If yes, you will fill out the RC/FCC Course Alignment form (included in packet) after you have completed the cover page (Part I, Items 1-12) of the Course Outline of Record.

	(   4.
	Determine placement of course:

	
	Desired CSU General Education Code

Yes

No

X
Transfer Baccalaureate List

Yes

No

X
Corresponds for CSUF Course?

Yes

No

X



If Yes, schedule an appointment with the Articulation Officer.
	(   5.
	Course repeatability for credit: If any of these are checked

	
	X
Yes

No





If yes, secure a Course Repetition form from the Curriculum Office.
	(   6.
	Suggested maximum enrollment for course:  
	30


(   COURSE OUTLINE OF RECORD completed.
FINAL steps (Do after completing Course Outline of Record)

	(   1.
	Signature Form. Secure signatures of the Department Chair and the Dean of Instruction before submitting the completed course proposal to the Curriculum Office.


	(   2.
	Program Description.  Course will change an existing program/is part of a new program which is or will be described in the college catalogue.

	
	Yes

X
No




If yes, fill out the Program Description form (included in packet) before submitting your finalized proposal to the Curriculum Office.

	(   3.  
	Final Check. All items above have been completed and checked off before proposal is submitted.



Reedley College

SIGNATURE FORM


Submission/Recommendation/Action

	Course Department and Number:
	VESL 265

	Course Title:
	Understanding & Using Vocational English

	
	
	
	Effective Date:
	Fall 2008


	1.  Submitted By:
	Nancy Frampton, David Nippoldt, Felisa Meter 
	Date:
	3-27-08


	2.  Reviewed by Department:
	
	Date:
	

	
	Department Chair’s Signature
	
	


Attach department recommendation.  (optional)

	3.  Received/Reviewed by Dean:
	
	Date:
	


	
	Dean’s Signature
	
	


	4.  Approved by Curriculum Committee on:
	

	
	Date


	
	
	

	Curriculum Committee Chair
	
	Date


	
	
	

	Vice President of Instruction
	
	Date


	5.  Reviewed by Articulation Officer:
	
	
	

	
	
	
	Date:


	CSU GE Code submitted for articulation:
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CREDIT COURSE OUTLINE

I.  COVER PAGE

	(1) 
Course ID:  VESL 265
	
	(2) 
Course Title:  Understanding & Using Vocational English
	
	(3)

Units:  4.0


	(4) Lecture / Lab Hours:
	
	
	(8)Classification:

	Semester course


Hours per week
	Lec hrs:

	4.0
	

	
	Lab hrs:  
	
	
	Degree applicable:
	

	     Lab will generate ______ hour(s) per week outside work.
	
	Non-degree applicable:
	X

	Short-term course:


Hours per course
	Lec hrs:

	
	
	Pre-collegiate basic skills:
	

	
	Lab hrs:

	
	
	
	

	Lab will generate ______ total hour(s) outside work.
	(9)RC
	Fulfills AS/AA degree requirement: (area)
	

	(5)Grading Basis:
	Grading scale only
	
	
	General education category:
	

	
	CR/NC option

	
	
	Major:
	

	
	CR/NC only
	X
	
	
	

	(6)Basic Skills Prerequisites:


	(10)CSU:
	Baccalaureate:
	

	
	(11) Repeatable:  (A course may be repeated


three times)
	1

	Basic Skills Advisories:        



	For Office Use Only

	
	New

	
	Mod
 
	
	Effective Date:

	(7)Subject Prerequisites (requires C grade or better):
        


Use of language other than English as a primary language.  Appropriate multiple-measure placement by a counselor, which includes score on approved ESL placement test such as the CELSA, successful completion of ESL 264, and/or counselor/instructor recommendation.
	Replaced by:  

Date:
	DATATEL ID:

	
	SAM Priority: 
	TOPS Code: 

	
	Unit Code: 
	Program Status:

	Subject Corequisites:




	Reporting ID: 
	Date Reporting ID Assigned: 

	Subject Advisories:




	Total Course Contact Hours
	Course LHE:  

	(12)Catalog Description:  
VESL 265is an integrated skills English course for intermediate ESL students who want to learn English for vocational purposes. Students will develop skills in reading, writing, and grammar through vocational content.  This course prepares students for ESL 266 level courses and may be taken concurrently with other ESL 265 level courses.    








                


	Course ID:  
VESL 265
	
	Course Title: 

Understanding & Using Vocational English


II.  COURSE OUTCOMES:

(Specify the learning skills the student demonstrates through completing the course and link critical thinking skills to specific course content and objectives.)

Upon completion of this course, students will be able to:

A.  demonstrate comprehension of written information on workplace procedures, policies, and quality control.
B.  respond appropriately in writing to work-related problems.
C.  report about basic occupational procedures and situations using written English in controlled, adapted workplace contexts.
D.  use English independently to locate resources, work with others, use information, understand systems, and/or use technology. 
III.  COURSE OBJECTIVES:

(Specify major objectives in terms of the observable knowledge and/or skills to be attained.)

In the process of completing this course, students will:

A.
read adapted and authentic vocational materials.
B.
learn reading strategies to identify main and supporting ideas as well as relevant information .
C.
practice vocabulary building strategies.
D.
learn strategies for completion of forms used in vocational settings based on simulated situations.
E.
prepare written reports on vocational topics.
F.
recognize and use increasingly complex grammatical structures and sentence patterns common to workplace English.
G.   
use English to practice SCANS* competencies (locating resources, working with others, using information, understanding systems, and using technology.)
* Secretary’s Commission on Achieving Necessary Skills, U.S. Department of Labor, Employment and Training Administration, 1992. <http://wdr.doleta.gov/SCANS/>

	Course ID:  

VESL 265
	
	Course Title: 

Understanding & Using Vocational English


IV.  COURSE CONTENT OUTLINE:
A.  
Content for Language Study

1.  Life and Work

2.  The Environment

3.  Equipment & Machines

4.  Co-workers, Supervisors & Subordinates and/or Customers

6.  The Language of Numbers & Measurement  

7.  Supplies, Materials, & Resources

8.  Health & Safety

9.  American Work Ethic

10.  Career Development

B. 
Language Functions

1.  Completing forms

2.  Taking and relaying messages

3.  Responding to complaints, requests, demands, mistakes

4.  Reporting problems

5.  Requesting clarifications

6.  Giving directions, instructions, and advice

7.  Synthesizing information

C.
Grammar Structures of Written English

1.  Styles & registers

2.  Reported speech

3.  Punctuation  

4.  Features of telegraphic speech for note-taking

5.  Parallelism

6.  Verbs

a.  verb tense expansion

b.  passive

c.  verbs followed by infinitives

d.  imperatives for warnings, directions, requests and suggestions

e.  conditional

7.  Noun Phrases

8.  Restrictive relative clauses

D.
Vocational Nomenclature

1.  Language of the workplace

2.  Vocation-specific terminology 

3.  Informal and polite English word choice in vocational settings

E.
Reading

1.  Skimming

2.  Identifying main idea

3.  Scanning

4.  Reading tables, charts, and graphs

5.  Reading directions, instructions, manuals, advisories, & warnings

6.  Understanding vocabulary in context

7.  Understanding rhetorical features (transitions, connecting words, etc.)

8.  Reading to Write

F.
Writing

1.  Paraphrasing

2.  Note-taking

3.  Sequencing ideas

4.  Enumeration of tasks

5.  Description of tasks

6.  Identification and description of materials, tools, equipment, and machinery

7.  Identification of products and processes

8.  Summarizing case studies, scenarios, and documents

9.  Evaluation of performance, workplace situations, reports

	Course ID:  

VESL 265
	
	Course Title: 

Understanding & Using Vocational English


V.  APPROPRIATE READINGS
Reading assignments may include but are not limited to the following:

A.
Sample Text Title:
1. ASAP 4 Series:  Connecting English to the Workplace (and Connecting English to the Workplace—Workbook), Steck-  
Vaughn, 2000.
2. Workplace Plus 3 (and Workplace Plus 3—Workbook), Longman, 2002.
3. Workforce Writing Dictionary, Steck-Vaughn, 1999.

B.
Other Readings:
Readings from authentic vocational materials 
	X
	Global or international materials or concepts are appropriately included in this course

	X
	Multicultural materials and concepts are appropriately included in this course.


If either line is checked, write a paragraph indicating specifically how global/international and/or multicultural materials and concepts relate to content outline and/or readings.

Textbooks and materials chosen reflect multicultural and global (international) themes.  These reflect the multicultural make-up of the campus, the nation, and the world.  Students will become familiar with the U.S. in preparation for their transition to an English-speaking, multicultural society.

	Course ID:  

VESL 265
	
	Course Title: 

Understanding & Using Vocational English


VI.  METHODS TO MEASURE STUDENT ACHIEVEMENT AND DETERMINE GRADES:
Students in this course will be graded in at least one of the following four categories.  Please check those appropriate.  A degree applicable course must have a minimum of one response in category A, B or C.

	A.  Writing

 

Check either 1 or 2 below

	X
	1.
Substantial writing assignments are required.  Check the appropriate boxes below and provide a written description 
in the space provided.



	
	2.  
Substantial writing assignments are NOT required.  If this box is checked leave this section blank.  For degree 
applicable courses you must complete category B and/or C.

	
	a.
essay exam(s)
	X
	d.
written homework

	
	b.
term or other papers(s)
	
	e.
reading reports

	
	c.
laboratory reports
	X
	f.
other: summary and response; case study reports


Required assignments may include but are not limited to the following:
Example Assignment:  Write an email to your supervisor suggesting that your company change suppliers. Give several reasons for the change. Use the conditional verb construction. 
	B.  Problem Solving

1.
Computational or non-computational problem-solving demonstrations, including:

	
	a.  exam(s)
	
	d.  laboratory reports

	
	b.  quizzes
	
	e.  field work

	X
	c.  homework problems
	
	f.  other (specify)


Required assignments may include, but are not limited to the following:

Example Assignment:  Read the following workplace scenario about a scheduling problem. Analyze the situation, identifying the problem and its constraints. Propose a viable solution by completing the action plan outline.
	Course ID:  

VESL 265
	
	Course Title: 

Understanding & Using Vocational English


	C.
Skill demonstrations, including:

	X
	a.  class performance(s)
	X
	c.  performance exam(s)

	
	b.  field work
	
	d.  other (specify)


Required assignments may include, but are not limited to the following:

Example Assignment:  Match the each of following warning signs with the description of the corresponding situation.
	D.
Objective examinations, including:

	X
	a.  multiple choice
	X
	d.  completion

	X
	b.  true/false
	
	e.  other (specify)  

	X
	c.  matching items
	




COURSE GRADE DETERMINATION:
Description/Explanation: Based on the categories checked in A-D, it is the recommendation of the department that the instructor’s grading methods fall within the following departmental guidelines; however, the final method of grading is still at the discretion of the individual instructor.  The instructor’s syllabus must reflect the criteria by which the student’s grade has been determined. (A minimum of five (5) grades must be recorded on the final roster.) 
If several methods to measure student achievement are used, indicate here the approximate weight or percentage each has in determining student final grades.

30%
Quizzes (reading, vocabulary, writing skills)

25% 
Homework


25%
Writing

20%
Participation

FOR DEGREE APPLICABLE COURSES

	Course ID:  

VESL 265
	
	Course Title: 

Understanding & Using Vocational English


VII.  EDUCATIONAL MATERIALS

For degree applicable courses, the adopted texts, as listed in the college bookstore, or instructor-prepared materials have been certified to contain college-level materials.
	Validation Language Level (check where applicable):
	College-Level 

Criteria Met

	
	Yes
	No

	
Textbook
	
	

	
Reference materials
	
	

	
Instructor-prepared materials
	
	

	
Audio-visual materials
	
	


	Indicate method of evaluation:

	
Used readability formulae (grade level 10 or higher)
	

	
Text is used in a college-level course
	

	
Used grading provided by publisher
	

	
Other: (please explain; relate to Skills Levels)
	


	Computation Level (Eligible for MATH 101 level or higher where applicable)
	
	

	Content

	
Breadth of ideas covered clearly meets college-level learning objectives of this course
	
	

	
Presentation of content and/or exercises/projects:

	

Requires a variety of problem-solving strategies including inductive and deductive reasoning.
	
	

	

Requires independent thought and study
	
	

	

Applies transferring knowledge and skills appropriately and efficiently to new situations or 



problems.
	
	

	List of Reading/Educational Materials


	Comments:


	
	This course requires special or additional library materials (list attached).

	
	This course requires special facilities:




FORM A

	TARGET COURSE  
	
	
	

	
	Number
	
	Title


BASIC SKILLS ADVISORIES PAGE   The skills listed are those needed for eligibility for English 125, 126, and Math 101.  These skills are listed as the outcomes from English 252, 262, and Math 250.  In the right hand column, list at least three major basic skills needed at the beginning of the target course and check off the corresponding basic skills listed at the left.

	Math Skills (eligibility for Math 101)

(as outcomes for Math 250)

     

Performing the four arithmetic operations on whole 
numbers, arithmetic fractions, and decimal fractions.

     

Making the conversions from arithmetic fractions to 
decimal fractions, from decimal fractions to percents, and 
then reversing the process.

     

Applying the concepts listed above to proportions, 
percents, simple interest, markup and discount.

     

Applying the operations of integers in solving simple 
equations.

     

Converting between the metric and English measurement 
systems
	



	Reading Skills (eligibility  for English 126)     

(as outcomes for English 262)          

     


Using phonetic, structural, contextual, and dictionary skills 
to attack and understand words.

     


Applying word analysis skills to reading in context.

     


Using adequate basic functional vocabulary skills.

     


Using textbook study skills and outlining skills.

     


Using a full range of literal comprehension skills and basic 
analytical skills such as predicting, inferring, concluding, 
and evaluating. 
	

	Writing Skills (eligibility  for English 125)

(as outcomes for English 252)

     


Writing complete English sentences and avoiding errors 
most of the time.

     


Using the conventions of English writing: capitalization, 
punctuation, spelling, etc.

     


Using verbs correctly in present, past, future, and present 
perfect tenses, and using the correct forms of common 
irregular verbs.

     


Expanding and developing basic sentence structure with 
appropriate modification.

​     


Combining sentences using coordination, subordination, 
and phrases.

     


Expressing the writer's ideas in short personal papers 
utilizing the writing process in their development.
	


Check the appropriate spaces.

     

  Eligibility for Math 101 is advisory for the target course.

      

  Eligibility for English 126 is advisory for the target course.

      

  Eligibility for English 125 is advisory for the target course.

If the reviewers determine that an advisory or advisories in Basic Skills are all that are necessary for success in the target course, stop here, provide the required signatures, and forward this form to the department chair, the appropriate associate dean, and the curriculum committee.
	Content review completed by
	
	Date
	


FORM B

	TARGET COURSE  
	VESL 265
	
	Understanding & Using Vocational English

	
	Number
	
	Title


CONTENT REVIEW FOR ALL COURSES IN ADDITION TO BASIC SKILLS COURSES

List in Column 1 at least three specific major concepts, skills, or kinds of knowledge that a student will learn in the pre- or corequisite or advisory course that are essential to the successful completion in the target course.  In Column 2, state why the skill in Column 1 is essential in relation to the content listed in the course outline of the target course.

	COLUMN 1:  Concepts, Skills, Kinds of Knowledge
	COLUMN 2:  Specifically how this is necessary in the target course

	(List each prerequisite or advisory separately here.  If you need more space, attach a second page B.  Be sure to explain each course in Column 2.)

Name of prerequisite or advisory course: ESL 264 Fundamentals of Reading, Writing, and Grammar 
Concepts, skills, etc. (List these.)
	In this course, students will develop skills in reading, writing, and grammar through vocational content at the intermediate ESL level. The advisory course provides instruction in reading, writing, and grammar at the low-intermediate level.

	A. Read increasingly more complex materials.

	A. Students will read adapted and authentic vocational materials.



	B. Write paragraphs and compositions in a variety of basic rhetorical styles.

	B. Students will prepare written reports on vocational topics.



	C. Recognize and use more complex grammatical structures.


	C. Students will recognize and use increasingly complex grammatical structures and sentence patterns common to workplace English.


If the courses listed in Column 1 are advisory, complete the information below and do not go on to the next page.

	Advisory course(s):
	


	Content review completed by
	
	
	

	
	Signature(s)
	
	Date


	Vice President of Instruction’s  Signature 
	
	
	

	
	
	
	Date



Please forward this completed form to the Curriculum Committee.


FORM C
ESTABLISHING PREREQUISITES OR COREQUISITES 
 

Every prerequisite or corequisite requires content review plus justification of at least one of the seven kinds below. Prerequisite courses in communication and math outside of their disciplines require justification through statistical evidence. Kinds of justification that may establish a prerequisite are listed below.
	The target course 
	VESL 265
	
	Understanding & Using Vocational English

	
	Number
	
	Title


	The proposed requisite course
	ESL 264
	
	Fundamentals of Reading, Writing, and Grammar

	
	Number
	
	Title


Check one of the following that apply.  Documentation may be attached.

1.         
The prerequisite/corequisite is required by law or government regulations.

Explain or cite regulation numbers:

2.         
The health or safety of the students in this course requires the prerequisite.

Justification:  Indicate how this is so.

3.         
The safety or equipment operation skills learned in the prerequisite course are required for the successful or safe completion of this course.

Justification:  Indicate how this is so.
4.         
The prerequisite is required in order for the course to be accepted for transfer to the UC or CSU systems.

Justification:  Indicate how this is so.
5.         
Significant statistical evidence indicates that the absence of the prerequisite course is related to unsatisfactory performance in the target course.

Justification:  Cite the statistical evidence from the research.
6.    X   
The prerequisite course is part of a sequence of courses within or across a discipline.

7.         
Three CSU/UC campuses require an equivalent prerequisite or corequisite for a course equivalent to the target course:

	
CSU/UC CAMPUS
	
COURSE DEPT/NO.
	
PRE/COREQUISITE NO.

	
	
	

	
	
	

	
	
	


Explanation or justification:  (Attach information if necessary.)

	The
	 X
	prerequisite
	
	corequisite
	ESL 264
	
	Fundamentals of Reading, Writing, and Grammar

	
	
	
	
	
	Number
	
	Title


	has been justified for
	VESL 265
	
	Understanding & Using Vocational English

	
	Target course Number
	
	Title


	Discipline faculty members:
	Nancy Frampton, David Nippoldt, Felisa Meter


	Department Chair:
	
	Dean of Instruction:
	


	Approved by Curriculum Committee:
	
	
	

	
	Curriculum Chair
	
	Date

	
	
	
	

	
	Vice President of Instruction
	
	Date


Reedley College

REQUEST FOR COURSE REPEATABILITY

(For reasons other than alleviating substandard work)

	Course ID: VESL 265
	Course Title: Understanding and Using Vocational English
	Date: March 27, 2008

	Number of times course may be repeated, excluding initial enrollment (1, 2, or 3):  
	1

	or

	Maximum units to which course may be repeated, including initial enrollment:
	

	The following information is required under Title V, Part VI, Section 58161

	1.
Explain how the course content differs each time it is offered:

Language learning can be a very individualized process. Some learners need repeated exposure to course content and strategies for skill development and confidence building. With each repetition of the course, the learner assimilates more content and knowledge, employs different strategies for communication and becomes more engaged in the learning process.  



	2.
Using reasons “A” or “B” listed below, explain how the student, by repeating this course will gain an expanded educational experience (A or B):

	
	A.
Skills or proficiencies are enhanced by supervised repetition and practice within class periods.  
Explanation:

	Both “A” and “B” apply to the language learning process for the reasons outlined above.  Supervised repetition and practice are at the core of language learning with a teacher modeling and monitoring the learner’s receptive and productive skills. Such language learners benefit from this opportunity of repeated exposure to language in the classroom.

	
	B.
Active participatory experience in individual study or group assignments is the basic means by which 
learning objectives are attained.  Explanation:

	Language learning is participatory in nature, often involving pairs and groups interacting.  It involves risk-taking and negotiation of meaning.




