COOR

Coaching 

Workbook
Introduction

This workbook is meant to replicate the type of support that coaches give to faculty when writing a course outline of record (COOR).  Coaches help faculty with how to fill-out each section of the COOR.  Faculty know their course information and coaches help faculty translate that information into COOR language and the COOR form*.  

When faculty attend a coaching session the sections of the COOR we focus on are: the CSLO section, the assessment section, the evaluation and grading section, and the content section.  The handbook is a good resource for the other parts of the COOR such as the textbook section and the first page information.  This workbook will provide cursory tips for these sections but will focus on the aforementioned sections of the COOR.

Let’s take a walk through the COOR.  

_________________________________________________________

*You can access a COOR form on the Curriculum Committee Web Page.  Go to the LMC home page and at the bottom you will find a link [faculty and staff pages].  Click on that.  On the left you will see a link for the Curriculum Committee Web Page.  Click on that.  About midway down on the web page you will see the COOR form.  Click on that and save the document so you can begin writing your COOR.  While you are there you might want to print out the instructions as well.

Another tip is that you can access the P drive or your documents from home by typing into the browser remote.losmedans.edu.  Once that screen comes up you just keep entering that you want to continue until you get to the page where you enter your username and password.  Use your username and password that you use to sign into your LMC computer.  

A Walk Through the COOR

The First Page:  The first page includes all the basic course information such the name of the course, the units, the transfer information etc.  Much of this information for existing courses can be found by looking in the Schedule of Classes or the LMC Catalog.

Coaching Tip:  In order to check a box:

· Put your cursor on the box

· Double left click

· Then click check

· Then click okay

Coaching Tip: In order to enter the header

· Put your cursor on the header

· Double left click

To leave the header and go into the body of the COOR

· Put your cursor on the body of the page

· Double left click

Coaching Tip: The catalog description is written in academic language whereas the schedule description is written to market your class to students.

Sample Catalog and Schedule Description: WELD 40 TIG, MIG and FCA Welding Theory 

	Catalog Description: This course covers welding processes on gas tungsten, arc, gas metal arc, and flux cored processes.  Also included is content about filler wires, gases for ferrous and non-ferrous metals, hard facing, welding design, welding codes, nondestructive, and how to prepare a resume for employment in the welding trade.  May not be repeated.  LR

Schedule Description:  Are you interested in continuing your experience with welding? This is the second course in the welding theory sequence with an emphasis on gas tungsten arc, gas metal arc, flux-cored processes and how to prepare a resume for employment in the welding trade.    Students can get hands on experience with TIG, MIG and FCA welding by taking Welding 31 concurrently.




The Second Page:  The second page is for Curriculum Committee only

The Third Page:  This is where you check the Institutional Student Learning Outcomes category (if applicable) that are reflected in your course.

Coaching Tip:  If your course aligns with the outcomes for an entire ISLO area, for example Occupational Education, then only check the box on the far left.  If it only covers some of the ISLOs for that area, check the box on the far left and indicate the actual ISLOs the course covers by checking the individual ISLOs as well.

FYI- Many courses are none of the above.

The Fourth Page: The top of this page asks for your Program Level Student Outcomes PSLOs.  You only need PSLOS on the COOR form if your program provides a Degree or Certificate of Achievement.  The bottom of the page asks for your CSLOs which will be covered later in the workbook.

Coaching Tip: Both the degree and certificate information and PSLOs can be found in the LMC Catalog and on the Curriculum Committee Web Page.

The Fifth Page: This is the Assessment Criteria section of the COOR that is optional.  Most faculty authors and departments choose not to do this section.  If you would like to or your department requests that you fill this section out please do so.  This workbook does not cover this section.

Coaching Tip:  If you are not using the Assessment Criteria Section delete this section from the COOR, but do not confuse this section with the Assessment Section, which is required.

The Sixth Page: This is the Assessment Section and Method of Evaluation and Grading Section of the COOR, which will be covered in detail later in the workbook.

The Seventh Page: This is the Content Section of the COOR, which will be covered in detail later in the workbook.

The Eighth Page:  This is the last page of the COOR that covers both the Instructional Method Section and Textbook Section.

Coaching Tip:  For the instructional methods, the first three boxes (lecture, lab and activity) are reserved for the type of course it is.  Activity courses are usually PE. Of course you can have a combined lecture and lab course, or just a lecture course, or just a lab course.  

Feel free to elaborate on how faculty teach the course.  Do not feel constricted by the boxes, you can add additional information to this section.

With regard to textbooks, here is the information from the Instructions to Complete the COOR Form:

Textbooks: 

· Indicate name of the text/s (or list of text choices), author, publisher and date of publication. 

· Format for listing a textbook citation:

Ginger Todd and Susan Rice, Travel Perspectives, Delmar Thompson Learning, Fourth Edition, 2007.

· Format for listing an article citation:

Lisa Guernsey, “Mining the ‘Deep Web’ with Sharper Shovels”, The New York Times, January 25, 2006. 

Tips:

· Text should be current. (This is particularly important for articulation purposes.)

· For degree applicable courses, text should be “college level”. 

· If you are using an instructor-designed module in lieu of a published textbook for the course, include sample pages and the Table of Contents of the module.

Course Level Student Outcomes (CSLOs)

The student learning outcomes for the course are really the heart of the course.  They focus on what skills, knowledge and abilities a student will have after successfully completing the course, that they didn’t have prior to taking the course.  

Here is a sample of CSLOs for Welding 40:
	At the end of the course students will be able to:

CSLO 1:  Utilize safety and safe practices for TIG, MIG and FCAW according to American Welding Society (AWS)  (PSLO 1 and 5)

CSLO 2:  Apply the fundamentals (amount of energy, manipulation, distance from metal, rate of travel, and filler wire angle) of TIG, MIG and FCAW according to welding procedures and specifications  (PSLO 2 and 3)

CSLO 3:  Identify the appropriate machines/power source for welding with TIG, MIG and FCAW processes and determine the type of current to be used based on the metals being welded (PSLO 4 and 5)

CSLO 4:  Apply the appropriate procedures (current to use, filler metal type, gas choice and pressure, proper metal preparation, and fit-up and tacking) to properly weld or fabricate metal components and structures with TIG, MIG and FCAW processes according to the specifications and codes (PSLO 6)

CSLO 5:  Create a resume that delineates their welding education and experience  (PSLO 5)


I find that faculty actually access CSLOs fairly easily when given the following scenario:

Suppose I am a student and I am not sure if I want to, or need to take this course.  What skills knowledge or abilities will I have after completing the course?

Coaching Tip:  Have someone interview you or ask this question of yourself and write your notes on this and the next page.  Begin your answers with “you will be able to…

You will be able to ______________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Coaching Tip: Now look over the existing COOR (if there is one) and see if you left anything out and refer back to the existing catalog description.  Add this information to your notes.  

Coaching Tip: Print out the Critical Thinking Verb Sheet on the Curriculum Committee Web page (you will find it at the bottom).  This sheet is very helpful as each CSLO starts with a verb (usually one from the list)

Coaching Tip: If your course is a GE course or DE course you need to make sure that your course embodies these Institutional Student Learning Outcomes (ISLOs).  For GE courses there are five ISLOs and each one needs to be clearly reflected in the CSLOs and be fully integrated into the course.  For DE courses you should work with your department.

You are now ready to write your CSLOs.  Don’t worry too much if you don’t capture everything right in this first go around.  There is interplay between each section of the COOR so as you are working on another section you may decide you need to edit a CSLO.  This is very common.

Coaching Tip:  First type in the lead in phrase, “At the end of the course students will be able to:”, and then write your CSLOs:

At the end of the course students will be able to:

CSLO 1:

CSLO 2:

CSLO 3:

CSLO 4:

CSLO 5:

Coaching Tip:  Most Courses have three to five CSLOs.  Occasionally courses have more.

Coaching Tip: Review your CSLOs.  Do any nest within each other? If so they really may be one CSLO and not two different ones.  If you find yourself with a lot of CSLOs then this may be the case.

Coaching Tip: Review again and from your knowledge of the course determine if your CSLOs really capture the outcomes of the course.

Aligning ISLOs, PSLOs and CSLOs:
So the next step is to align the appropriate ISLOs to the PSLOs (if your course contains ISLOs or PSLOs).
Coaching Tip:  This is done once per program but should be reflected on each COOR.  If your program has not done this yet then now is the time.

For example Occupational Education ISLO number 2 is:

2.
 FORMCHECKBOX 
  Apply critical thinking to research, evaluate, analyze and synthesize information.

Which aligns with the Welding PSLO number 2 which is:

PSLO 2:  Demonstrate the ability and theory to effectively solve problems encountered while welding or cutting as per job requirement.

This alignment would be reflected by adding (ISLO 2) at the end of the PSLO.  So it looks like this:

PSLO 2:  Demonstrate the ability and theory to effectively solve problems encountered while welding or cutting as per job requirement. (ISLO 2)

Coaching Tip:  You could have ISLO 3 align with a PSLO 4.  There does not have to be sequential alignment and you can have more than one PSLO align to an ISLO and vice versa.  

Now align the CSLOs to the PSLOs  if your course aligns with  PSLO in the same manner as the example above.  

If your course is a GE course then most likely it does not have PSLOs, so directly align your GEISLOs with the CSLOs in the same manner as the example above.

Courses that mark None on Page 3 (they do not align with ISLOs) and they do not have program PSLOs will not have any CSLO alignments.

Assessment Section

Here are the instructions printed on the COOR form for this section:
What instruments (eg. tests, papers, projects, assignments etc.) will be used to assess student learning outcomes?

· For each CSLO, list the assessment instrument(s) that will be used to evaluate student achievement of the CSLO and briefly explain how the instrument provides students an opportunity to demonstrate the knowledge, skills and abilities described in the CSLO. 

· In addition, for a degree applicable course, give an example of an essay question or a problem-solving exercise and indicate which CSLO it is assessing. 

· If the course is not degree-applicable, give a typical question from one of your assessment instruments and indicate the CSLO. 

· Assessments include a final exam, final paper or final project.
The best way to approach this section is to insert a table that has the CSLOs in the far left column and your assessment instruments (assignments, exams, etc) in the top row.  Here is an example from WELD 40.  Then put X’s to indicate which CSLO is assessed by which assessment instrument (assignments, exams, etc).

	
	Chapter Homework
	Exams
	Midterm 
	Resume
	Final

	CSLO 1
	X
	X
	X
	
	X

	CSLO 2
	X
	X
	X
	
	X

	CSLO 3
	X
	X
	X
	
	X

	CSLO 4
	X
	X
	X
	
	X

	CSLO 5
	
	
	
	X
	


Coaching Tip: Remember each course is required to have a final.  This can be a project, or exam or another type of final culminating assignment. 

Next create a personal worksheet that will address the first bullet in the instructions for this section. Here is an example worksheet from the WELD 40’s table for the first two CSLOs:

CSLO 1:

Chapter Homework:

Rationale:

Exams:

 Rationale:

Midterm and Final:

Rationale:

CSLO 2:

Chapter Homework:

Rationale:

Exams:

 Rationale:

Midterm and Final:

Rationale:

Coaching Tip:  You can see the midterm and final have been placed together.  If that makes sense for your to combine similar assessment instruments then do so.  

Here is what this example looks like with the information filled in for CSLO 1 and 2 with information from WELD 40:

	CSLO 1:

Chapter Homework: Chapter Homework:  Students are assigned chapters for each type of 

welding process TIG, MIG and FCAW.  They are asked pertinent questions regarding the 

safe practices for each process. For example a question might be, “List four safety points to 

remember about the power supply.” 

Rationale: This assignment allows students to learn the individual safety practices for each 

type of welding process covered in the class. 

Exams: Students take a safety exam that covers the aspects of safety using the TIG, MIG and FCAW processes.  A question on the exam could be, “What type of water should be used for testing leaks on oxyacetylene equipment?”  

 Rationale: This exam assesses the students’ knowledge about safety practices for

each of the welding processes.  

Midterm and Final: The midterm and final asks students to review the safe handling and use of TIG, MIG and FCAW processes.

Rationale: As safety is an imperative feature of welding this allows students again to review the appropriate safety process for each type of welding and demonstrate their knowledge of safe practices on the midterm and final exam.

 CSLO 2:

Chapter Homework: In the chapter homework students are asked to apply the fundamentals (amount of energy, manipulation, distance from metal, rate of travel, and filler wire angle) of TIG, MIG and FCAW according to welding procedures and specifications.  Students answer questions such as, “ In TIG welding, the wire to be added to the molten pool is held at what kind of angle?”  

Rationale:  The homework assignments allow students to apply their knowledge about the individual fundamentals for each welding process TIG, MIG, and FCAW.

Exams: Each type of welding process (TIG, MIG and FCAW)  has its own exam where students are asked questions that assess their ability to apply the fundamentals (amount of energy, manipulation, distance from metal, rate of travel, and filler wire angle) to each of the specific types of welding studied in this course (TIG, MIG and FCAW).  

 Rationale: These exams allow students to apply their knowledge on the actual application 

of each type of welding process to make a successful weld.

Midterm and Final: The midterm and final ask students to apply the fundamentals of welding to TIG, MIG and FCAW processes.  These tests have the three processes intermingled so students need to determine the variables of each individual fundamental for each process.

Rationale: This midterm and final exam allows students to demonstrate their knowledge of each process and make the appropriate applications for each welding fundamental.


You can see from this example how each assessment instrument addresses each CSLO with the focus of the CSLO.  FYI: This section usually takes the longest to complete.

Method of Evaluation/Grading

Method of Evaluation:
This section begins by identifying the method of evaluation through A level and C level student work.  This section is meant to capture (in detail) the differences in the work of students at these two levels.  For courses with more objective grading (percent of questions answered correctly) the measurement may be the score on say an exam, however for courses where products (journals, art pieces, a writing assignment) are made the description should be descriptive of the A level verses C level work.

Included are samples from WELD 40, a lecture course and WELD 21, a lab course.  I think you will see the difference in descriptions.

 From WELD 40:

	A-level student work is characterized by:  completing homework questions when due with detailed answers that are at least 90% accurate; exams, midterms and the final that are at least 90% accurate and a resume that includes each assigned area in chronological order that included all the necessary contact information for past employers and references.

C-level student work is characterized by: completing homework questions when due with detailed answers that are 70% to 79% accurate; exams, midterms and the final that are 70% to 79% accurate and a resume that includes each area and is in chronological order. 


 From WELD 21

	A-level student work is characterized by: vee- grove plate welding exercises that have been performed by following safety practices and procedures and welds that have appropriate size, contour and location: plate metal cutting exercises that follow safety practices and procedures as well as have good appearance, accuracy and quality of the cut; hand oxy-acetylene gouging exercise that is proficient at removing the back-up bar without damaging the base metal while using safety procedures; and a final demonstration of vertical and overhead vee- grove welds using safe practices and procedures that have appropriate size, contour and location with no defects such as cracks, inclusions, undercuts, and lack of penetration and pass the bend test .

C-level student work is characterized by: vee- grove plate welding exercises that have been performed by following safety practices and procedures and welds that may have an uneven surfaces, may be  under or over sized, may have irregular contours but appropriate location: plate metal cutting exercises that follow safety practices and procedures as well as have adequate appearance accuracy and quality of the cut according to industry standards; hand oxy-acetylene gouging exercise gouging exercise that removes the  back-up bar but may include rough and uneven gouging of the back-up bar; and a final demonstration of vertical and overhead vee- grove welds using safe practices and procedures that may have an uneven surface, may be  under or over sized, may have irregular contour and appropriate location and the specimen does not pass the bend test.


Coaching Tip: Begin your paragraph describing the student work by saying, “A-level work is characterized by:” and then “C-level student work is characterized by:”.

Then look back at the assessment instruments that are in the assessment section of the COOR and set-up a template to address each assessment. 

Here is an example template using the assessment instruments from WELD 40.

 “A-level work is characterized by: homework; exam; midterm; final; and resume.

Fill in the “A-level” standard for each assessment instrument.

Coaching Tip: Copy and paste the A-level student work, change the A to a C and modify the student work to reflect the C-level student.

Make sure to express C-level work as proficient work.  The student is passing after all.  Also primarily describe C-level work based on what the student can do instead of what the student can’t do.

Grading:
The instructions on the COOR say, “indicate the percentages or points (or a range of percentages or points) for each type of assignment.”

For Welding 40 it looks like this:
	Possible Point Structure:

Chapter Homework     30%

Exams  (4)                   20%                       

Midterm                       20%

Resume                      10%

Final                            20%


Many faculty want to include the grading levels like this, but it would only be required if it were untraditional.

The traditional Grading Structure is:
A  =  90% to 100%

B  =  80% to 89.9%

C  =  70% to 79.9%

D  =  60% to 69.9%

F  =  59.9% and below

The last part of this section is to weight the CSLOs.  

A Sample CSLO weighting from WELD 40 is:

	CSLO Weighting:

CSLO 1:  22.5%

CSLO 2:  22.5%

CSLO 3:  22.5%

CSLO 4:  22.5%

CSLO 5:  10%


Things to remember here are that the percentage points add up to 100 and that they need to align with how you distributed the points among the assessment instruments.  

Coaching Tip: It is helpful to print out the assessment instrument table and actually distribute the points or percentages for each assessment across each CSLO.  Then if you add each row of points you get the weighting for the CSLOs.

For Example:

	
	Chapter Homework

(30%)
	Exams

(20%)
	Midterm 

(20%)
	Resume

(10%)
	Final

(20%)
	Weighting

	CSLO 1
	X (7.5%)
	X (5%)
	X (5%)
	
	X (5%)
	22.5%

	CSLO 2
	X (7.5%)
	X (5%)
	X (5%)
	
	X (5%)
	22.5%

	CSLO 3
	X(7.5%)
	X (5%)
	X (5%)
	
	X (5%)
	22.5%

	CSLO 4
	X (7.5%)
	X (5%)
	X (5%)
	
	X (5%)
	22.5%

	CSLO 5
	
	
	
	X (10%)
	
	10%


In this example the weighting for each assessment instrument was weighted evenly.  It does not have to be.  You could decide that half of the points/percentages for homework really assesses CSLO 1 and then distribute the remaining points/percentages however you feel is appropriate.

Course Content

The course content section is where you put your course content.  This is meant to be a detailed description of what is covered in the course.  Some faculty use an outline form, some use headings with subheadings.  The idea is that the information covers enough detail that whoever teachers the course is very clear about the content of the course.  

There is an expectation that three unit courses will have a larger content section than a one unit course.

Coaching Tip: If your course is a combination course with both lecture and lab you need to specify which content is for the lecture portion and which content is for the lab portion of the course.  If the content is the same you can say, “The content is the same for both the lecture and the lab.”

Here is the course content from WELD 40:

	Gas Tungsten Arc Welding (Heli-Arc)

· History and development of the process and equipment

· Essential fundamentals required to produce a good weld

· Shielding gases and tungsten electrode

· Assembly of torch and power source adjustment

· Power sources – standard, pulsed and programmable

Gas Metal Arc Welding
· History and development of its process and equipment

· Its applications and limitations

· Effect of variables (wire stick out, contact tip, shielding gas, etc…)

· “Trouble shooting” wire feeders

· Hard wire vs. cored wire

Filler Wire Selection
· Filler wires for GTAW

· Filler wires for GMAW

· Filler wires for FCAW

· Classifications of filler material

Shielding Gases
· Argon, helium and mixes of inert gases for the various processes and base material

· CO2 and mixes for special use

· Cored wire with or without shielding gases

Methods of Finding a Job
· How to make a resume

· Filling out a job applications

· Unions

· Job interview techniques

Welding of Carbon Steels
· Control of heat input

· Selection of filler wire, gases, etc…

Welding of Stainless Steel
· Classification of stainless steel

· Carbide participation in austentic stainless steel

· Selecting filler wires for various grades of stainless steel

· Selecting of gases for best weld profile

Weldability of Metals
· Base metal delution

· Control of distortion

· Types of joints and their effects on welding process

Welding Codes
· AWS, D1 structural, ASME border and API pipe codes

· Operator qualifications

· Duties of an inspection
Non-Destructive Testing
· Testing methods, x-ray, ultrasound and Mag. practice

Hard-Facing and Surfacing

· Selection of filler wire

· Control of distortion

· Bead patterns


You Have Completed Your COOR

Once you have completed the COOR submit the COOR to the Curriculum Committee Chair (currently Janice Townsend) and the COOR will begin the Approval Process.  

If this is a new course you need to also complete a New Course Information Form and submit this to your dean.  

If you would like to teach the entire course or a portion of the course online complete the Online Supplement to the Course Outline of Record and submit your form your dean who will forward it to the Distance Education Committee.

If the course has any pre-requisites or co-requisites then complete the Pre-requisite/Co-requisite Validation Form.

Coaching Tip:  Each one of these forms can be found on the Curriculum Committee Web Page.

