Academic Affairs Council

MEETING MINUTES

Date:  Friday, November 3, 2017
Time: 10:45 a.m.
Place: ADM Board Room

I. CalltoOrder

Susan Spicher called to order the regular meeting of the Academic Affairs Council, at 10:45 a.m. on Friday,
November 3, 2017 in the ADM Building Board Room.

I1. Roll Call

The following council members were present: Leslie Appling, Jennifer Baine, Linda Bates, Micheal
Champion, Dr. Dave Carty, Sarah Dilmore, Caroline Hammond, Sherry Howard, Brandy Mendoza, Cindy
Meyer, Roslyn Nipper, Robert Norman, Dr. Jennifer Parks, Philip Shackelford, Susan Spicher, Amy
Sturdivant, Christy Wilson, Ray Winiecki, and Dr. James Yates.

The following council members were excused: Dr. Jim Bullock, Dr. Sterling Claypoole, Keitha Davidson,
Ken Kelley, and Teresa Hampton

The following council members were absent: Shannon Forrest, and Dr. Rhonda Lee-Ernest

The following guests attended the meeting: Dr. Stephanie Tully-Dartez, Jim Roomsburg, Dean Inman, and
Mary Kate Sumner-Recorder

I11. Approval of minutes from last meeting

Micheal Champion made a motion to approve the minutes of the council meeting held on Friday, October 6,
2017. Philip Shackelford seconded the motion.

1V. Old Business
a. No Old Business

V. Planning Council Report — Susan Spicher

a. Items sent to Cabinet
i. Academic Affairs Council:
1. APM 1.10: Change to Assessment Committee Purpose/Function
2. APM 1.10: Change to Distance Learning Committee Purpose/Function
3. Disband Ad Hoc Committee evaluating Shared Governance from May2017
4. Postpone/table review of Shared Governance from May 2017 to September 2018
(Faculty Affairs)
APM 1.10 addition - Ex-Officio members on standing committees
APM 1.10 change - Removal of specific committee meeting times and dates
7. APM 1.10 addition - Proposal to adopt standard committee agenda template and
committee minutes template

oo



8. The Library Committee request the one-year member requirement fora new
member to be vice-chair be waived due to the number of new members this year.
ii. Student Affairs Council:
1. Student Affairs reviewed committee functions and structure and update functions

and structure for Recruitment Committee and Retention and Student Success
Committees

iii. Administrative Affairs Council:
1. Administrative Affairs will be considering a new Grievance Process.
2. Administrative Affairs will be considering new Medical Marijuana Procedure to
align with State Law.

3. Administrative Affairs will be considering changes to the APERS retirement
plan.

V1. VPAA Sharing Report — Dr. Stephanie Tully-Dartez on behalf of Dr. Jim Bullock
a. Letters of Notification were sent to ADHE for the following:

i. CP in Law Enforcement Curriculum Revision, CP in Criminal Justice Curriculum Revision,
TC in Criminal Justice, CP in Fil Production, Reconfiguring Existing Associate Degree

Program for EMA, TC in Film Production, TC in Entertainment Technology, and CP in
Entertainment Technology

VII. Standing Committee Reports

a. Assessment Committee — Chair: Christy Wilson

i. Motion - Academic Assessment reports in WEAVE will use the following overall goal
for reports: The goal of the assessment process is to promote the continuous review and

improvement of learner outcomes. This statement is taken from the Academic
Assessment Manual.

Vote: Christy Wilson motioned to accept the addition of the overall goal for all WEAVE reports. All
Approved.

ii. All assessment reports in WEAVE will now be marked as draft by the faculty while in
progress, and then marked as Final when faculty are finished. Deans will automatically
begin reviewing assessment data the week after Assessment Week for the current term’s
reports that are due. Faculty must contact the appropriate dean if their reports are not
complete at the end of Assessment Week.

iii. Disaggregation of data within Assessment Reports:

1. Asaresult of the HLC accreditation visit and subsequent recommendations, the
Assessment subcommittee looked into dis-aggregating data within assessment
reports for classes that are delivered via multiple modes.

a. The committee recommends that data be disaggregated on a course level
by the following categories:
i. Online
ii. On-site Traditional
iii. Dual/Concurrent enrollment
b. The WEAVE report would reflect the aggregate number; the written
analysis (raw data) would reflect the disaggregated data.
iv. Announcements: The Assessment Committee will meet on the 2nd Tuesday of every
month at 4:00 p.m. With the following schedule: Odd months (September, November,



January, March, May) in the TEC Conference Room and Even months (October,
December, February, April) in the McGehee Conference Room.

b. Curriculum Committee — Sarah Dilmore

Motion - To accept the revised Curriculum Proposal Request form.
1. Changes include: addition of Plan of Study and Syllabus in the top listing, removal of
VPAA signature and add of Curriculum Committee Chairman Signature at the
bottom.

Suggestions: Add options ““new program,” “program change,” “program closures,” “action regarding

,”” to the top of the list, make the approve/do not approve useful on the form (Check Boxes),
originator line not able to sign in Microsoft Word — Please make fillable PDF form, Please change
“Library Media Center” to “Library.”

Vote: Christy Wilson motioned to send the Curriculum Proposal Request Form back to the Curriculum

committee.

Vote:

Vote:

Vote:

Vote:

Vi.

Vote:
Vii.

Vote:

viil.

Cindy Meyer seconded this motion and all approved.

Motion — Changes in required courses/curriculum in the Certificate for General Studies.
1. Changes include: Currently students are required to complete 3 hours of History and
6 hours of Social Science to meet the requirements for the Certificate of General
studies. Proposed to change to just 9 hours of History or Social Sciences.

All Approved

Motion — To accept the new proposed Culinary Art TC/CP Program. Culinary Arts CP (15
credit hours) and TC (31 credit hours)

All Approved

Motion — To accept the proposed NEW course of COMM 1033 Fundamentals of Stagecraft in
the Production and Media Program.

All Approved

Motion — To accept seven (6) proposals of course renames, course curriculum changes,
combination/rename in the Performing and Media Arts Program.

1. 6 Proposals Listed below:
Proposal to Redesign PMA program and change from AA to AAS
Proposal to Rename PMA to Entertainment and Media Arts (EMA)
Proposal to add CP and TC in Film Production
Proposal to add CP and TC in Entertainment Technology
Proposal to Rename COMM courses
Proposal to combine and Rename CSCI course
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All Approved

Motion — To accept the proposed modification changing CRJU 1103 Intro to Criminal Justice
from a Pre-Requisite to a Co-Requisite Course.

All Approved

Motion — To accept the new proposed Technical Certificate in Criminal Justice into the Plan
of Study for the Criminal Justice Program.

All Approved

Motion — To accept the change in curriculum/required courses in the Criminal Justice
Certificate of Proficiency.
1. Changes include: The CP in Criminal Justice be changed to reflect an either/or
modification for CRJU 2303 Rules of Evidence & Procedure and CRJU 2403
Criminal Investigative Techniques.



Vote: All Approved

iX. Motion — To accept the addition of two classes to replace classes, a reconfiguration of the
course sequence, and the addition of clinical hours for the Respiratory Therapy Program.

Vote: All Approved

X. Motion — To accept the changes to the PTAP course descriptions which are in need to be
compliance with the recommendations from the Commission on Accreditation in Physical
Therapy (CAPTE), consistency within the program course descriptions, and to clarify
content.

Vote: All Approved

xi. Motion — To accept the changes to the Phlebotomy Program which are to delete the two
courses that were part of the MLS program since they are no longer offered, add a credit hour
to a Phlebotomy course for the applicable content from those courses, and eliminate Basic
Computer course option.

Vote: All Approved

xii. Motion - To accept the changes in the Paramedic Program in response to our communities of
interest requests to provide well prepared, credentialed graduates, and the changes are
responsive to the concerns of ADHE concerning program viability.

Vote: All Approved
Xiii. Motion - to close the Medical Transcription Program.
Vote: All Approved
xiv. Motion — to create 4 separate tracks to the General Business degree
Item was tabled to discuss at a later date due to changes that will need to be made.
c. Distance Learning Committee — Chair: Jennifer Baine
No report.
d. Academic Standards Committee — Chair: Roslyn Nipper
No report.
e. Faculty Affairs Committee —Chair: Linda Bates

i. Faculty Affairs continues to review the Faculty Evaluation proposal and is asking for input
from all full time faculty.

ii. Course Evaluation Content — the course evaluation content should be reviewed by an
Academic Affairs Standing Committee.

The Academic Standards Committee was charged to add to their functions to review the Course
Evaluation content.

Motion to extend the meeting by 5 minutes by Christy Wilson. No second.
f. Library Committee — Philip Shackelford

i. Library Staff continued a revision of Library Policies and Procedures, Library Committee
sent back to Staff with some additional changes.

VIII. Announcements
a. Introduction of Susan Hyde, the new HIT Director
b. List of Academic Affairs Standing Committees’ meeting times and locations have been placed on
the Meeting Calendar, on the website.



¢. Housing Survey: Please remind students to fill out the Housing Survey that will go out
Wednesday, November 8.

IX. Adjourn
a. A motion to adjourn was made by Micheal Champion and seconded by Brandy Mendoza. The
meeting was adjourned at 11:45 a.m.
Minutes Submitted by: Mary Kate Sumner
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Academic Affairs Council

MEETING MINUTES

Date:  Friday, October 6, 2017
Time: 11:45 a.m.
Place: ADM Board Room

I. Call to Order
Susan Spicher called to order the regular meeting of the Academic Affairs Council, at 10:45 a.m. on Friday,
October 6, 2017 in the ADM Building Board Room.

I1. Roll Call

The following council members were present: Leslie Appling, Jennifer Baine, Linda Bates, Micheal
Champion, Dr. Dave Carty, Dr. Sterling Claypoole, Sarah Dilmore, Sherry Howard, Rhonda Lee-Ernest,
Brandy Mendoza, Cindy Meyer, Roslyn Nipper, Robert Norman, Dr. Jennifer Parks, Philip Shackelford,
Susan Spicher, Christy Wilson, Ray Winiecki, Teresa Hampton, and Dr. James Yates.

The following council members were excused: Dr. Jim Bullock, Keitha Davidson, Caroline Hammond, and
Amy Sturdivant

The following council members were absent: Ken Kelley
The following guests attended the meeting: Dr. Stephanie Tully-Dartez, Jim Roomsburg, Dean Inman, and
Mary Kate Sumner-Recorder

I11. Approval of minutes from last meeting

Jennifer Baine made a motion to approve the minutes of the council meeting held on Friday, September 1,
2017. Dr. Sterling Claypoole seconded the motion.

Linda Bates suggested a name correction. Under “Standing Committee Reports,” the representative for the
Faculty Affairs Committee was Roslyn Turner, not Roslyn Nipper.

1V. Old Business

a. No Old Business

V. Planning Council Report — Susan Spicher
a. Items sent to Cabinet
i. Academic Affairs Council Operating Procedures

b. Faculty Evaluation process: Process is moving forward with ongoing meetings with Dr.
Bullock, Deans, and other parties. Will be sent to Faculty Affairs for further vetting when the
current process is completed

¢. Announcements

i. Strategic plan has been approved by Cabinet and will be moving forward to various task
forces and committees for implementation.





ii. SouthArk Lead Class III has been selected and will begin meetings in October.
iii. McWilliams house project is almost complete
iv. Rail line is in at the East Campus; rail car to come soon

v. ADHE will not be funding the career/college program for a second year. Looking for
funding sources.

vi. Productivity Funding Task Force is being convened to develop plans and strategies.
VI. VPAA Sharing Report — Dr. Jim Bullock
VII. Standing Committee Reports
a. Academic Standards Committee — Chair: Roslyn Nipper
No report.
b. Assessment Committee — Chair: Christy Wilson

i. Committee Function Review and Revision:
1. Old Functions:

a. Develop and review student assessment of learning activities

b. Collect, analyze and document patterns of evidence that demonstrate
strengths and weaknesses of the assessment of student learning

c. Make recommendations from data collected by faculty as the basis to
improve student learning

d. Develop and review the content of faculty/course evaluation

e. Coordinate preparation of annual assessment to be presented to the Academic
Affairs Council

f.  Make recommendations to the college’s leadership regarding strategic
planning and budgeting that will impact student learning / teacher
effectiveness

2. New Functions:

a. Develop and review guidelines for the assessment of student learning.

b. Analyze and document patterns of evidence that demonstrate strengths and
weaknesses of the assessment of student learning.

c. Make recommendations to the Academic Affairs Council from the
Assessment Report reviews as basis to improve learning.

d. Make recommendations regarding strategic planning and budgeting that
impacts student learning.

e. Review the Academic Assessment Manual annually and propose revisions as
needed

Vote: Christy Wilson motioned to accept the changes of the functions for the Assessment Committee. All
Approved.

1.  Announcements

1. Asaresult of the HLC accreditation visit and subsequent recommendations, the
Assessment committee will be looking into disaggregating data within assessment
reports for classes that are delivered via multiple modes. The committee agreed to
review the HLC Accreditation report and the recommendations.

2. The Assessment Committee created 2 ad-hoc committees, one to review the
Academic Assessment Manual and one to review the HLC Accreditation Report.

3. There have been some changes and updates in Weave that have resulted in difficulty
seeing data saved in the system. ARRT assessment review assignments will be made
after the system glitches have been corrected.





¢. Curriculum Committee — Chair: Dr. Sterling Claypoole
i. Dr. Ken Bridges was elected as the Curriculum Committee Secretary.
ii. Change in Certificate of General Studies
Item was tabled until the next meeting.
iii. Modified Curriculum Form
Item was tabled until the next meeting.
d. Distance Learning Committee — Chair: Jennifer Baine

I. The New functions and responsibilities of the Distance Learning committee:
1. Review and approve new Distance Learning courses
2. Review and update the Distance Learning Policy and Procedures Manual
3. Investigate and recommend new academic technology
4. Recommend training for Distance Learning instruction
ii. The updated meeting time and date: 2" Monday of every month at 4:30pm at TEC
229, with every other month meeting electronically.
Vote: Motion was made by Jennifer Baine to accept the changes of the functions for the Distance
Learning Committee. All Approved.

e. Faculty Affairs Committee —Chair: Linda Bates

i. Disband ad-hoc sub-committee commissioned to establish a plan to evaluate the
committee/council structure.

Vote: Motion was made by Linda Bates to accept the disbanding of the ad-hoc sub-committee that was
commissioned to establish a plan to evaluate the committee/council structure. All Approved.

ii. Amend motion sent to Academic Affairs Council in May 2017 regarding establishment of a
plan to evaluate committee/council structure.

Vote: Motion was made by Linda Bates to postpone the evaluation of the committee/council system.
All Approved.

iii. Revise APM 1.10 policy regarding Ex-Officio members on academic standing committees.

Motion was made by Linda Bates to add the following information on Ex-Officio members in academic
standing committees to the APM 1.10 policy.

Non-Voting, Advisory, Ex-Officio Committee Members

“Non-voting, advisory, ex-officio committee members are those persons who hold an
academic dean position or higher, plus and Administrative Directors. Non-voting, advisory,
ex-officio members are members of the various academic committees that are best aligned
with their administrative oversight and position.

The SouthArk Shared Governance System recognizes the important and necessary
participation of all levels of staff, faculty, and administration in the governing process. Non-
voting, advisory, ex-officio committee members attend regular and special committee
meetings. They may contribute to discussion and provide advice, information, policy/law,
and historical information regarding a particular topic under consideration. These persons
may not bring forward prepesals-er motions and may not vote on any item brought before
the committee or be counted as part of the quorum.”

Motion to make amendments:

Take out the word ““plus.” Then, replace it with a comma and the word ““‘and.”

Take out the words “proposals or.”

Motion made by Jennifer Baine and seconded by Micheal Champion. All approved the motion
with the amendments.





All committees will need to review who their Ex-officios are, and bring that list to the Academic
Affairs Council to update it in the APM.

iv. Change APM 1.10 policy regarding specific meeting dates/times for academic standing
committees.
Motion: Linda Bates made a motion to make a change to APM 1.10 regarding meeting days and times
for all standing academic committees:
“Academic standing committees will establish regular meeting times and dates for the
academic year that are appropriate to accomplish the tasks of each committee. Established

meeting schedules of the Council to which each standing committee reports should be
considered to permit a timely flow of information and actions.

At the beginning of each academic year, Standing committee Chairs should notify their
Council Chair regarding the committee’s agreed upon meeting times and inform them of
any changes that should arise through the current academic year.”
Suggestions were made to send out an email, post on website, and post on a calendar with
the updated committee meeting days and times. Send information to other Councils.
Vote: All approved.

v. Faculty Affairs Committee established their meeting time for the academic year 2017-
2018: The 3™ Thursday of each month at 4:00 p.m. in WHT 211.

vi. Proposal to adopt agenda and meeting templates for academic standing
committee/council.

Motion: Linda Bates made a motion to propose to the Academic Affairs Council that
meeting agenda and minutes templates (see attached) be utilized by all academic standing
committees which would include a clarification guide similar to the current meeting
template that is located on our SouthArk webpage (see attached) so that everyone is using
the same terminology and format.

f. Library Committee — Chair: Dr. Rhonda Lee-Ernest
i. The library committee voted for Dr. Rhonda Lee-Ernest for Chair.

ii. The library committee voted to request the one-year member requirement for a new
member to be vice chair be waived due to the number of new members this year.

Vote: Motion was made to suspend the membership rule for Library Committee. All approved.
VIl1. Announcements
a. Lecture Series — John Douglas will speak on October 12" at 7pm, Conference Center

b. Dr. Yates will show Silence of the Lambs on October 8" from 2-5pm and have a Q&A afterwards,
Library Auditorium

c. Library Information, Thursday October 12" at 3pm.

IX. Adjourn
a. A motion to adjourn was made by Philip Shackelford and seconded by Robert Norman. The
meeting was adjourned at 11:43 a.m.
Minutes Submitted by: Mary Kate Sumner
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Original from APM 1.10 with Red Line changes

DISTANCE LEARNING COMMITTEE
Purpose/Function

e 1. Review and approve new Distance Learning courses
2. Review and update the Distance Learning Policy and Procedures Manual
3. Investigate and recommend new academic technology

e 4. Recommend training for Distance Learning instruction

Schedule

o istFrday-ofeverymonthat8:00-a-m2nd Monday of every month at 4:30., TEC
229 Membership

e Career & Technical Education Division (1 representative) Distance Education
Specialist

e Health Sciences Division (2 representatives) IT Department Representative

« Liberal Arts Division (4 representatives) - Library Representative

Student Services Representative

Corporate and Community Education

« Director of Distance Learning {Rermanent-ChairPermanent), Distance Learning
Specialist(Permanent) Dean of Career & Technical Education (ex-officio) Dean of
Health Sciences (ex-officio) Dean of Liberal Arts (ex-officio)










Assessment Committee Function Review and Revision: The functions of the Assessment Committee
were reviewed and the following revisions were discussed and approved.
1. Old Functions:

Develop and review student assessment of learning activities

Collect, analyze and document patterns of evidence that demonstrate strengths and
weaknesses of the assessment of student learning

Make recommendations from data collected by faculty as the basis to improve student
learning

Develop and review the content of faculty/course evaluation

Coordinate preparation of annual assessment to be presented to the Academic Affairs
Council

Make recommendations to the college’s leadership regarding strategic planning and
budgeting that will impact student learning / teacher effectiveness

2. New Functions:

Develop and review guidelines for the assessment of student learning.

Analyze and document patterns of evidence that demonstrate strengths and weaknesses of
the assessment of student learning.

Make recommendations to the Academic Affairs Council from the Assessment Report
reviews as basis to improve learning.

Make recommendations regarding strategic planning and budgeting that impacts student
learning.

Review the Academic Assessment Manual annually and propose revisions as needed.
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Approval of minutes from the last meetings

0Old Business

New Business

Announcements

Adjourn







			MEETING AGENDA







Committee

MEETING MINUTES
Date:
Time:
Place:

I. Call toorder

I1. Roll Call

a. The following committee members were present:

b. The following committee members were excused:

c. The following committee members were absent:

d. The following guests attended the meeting:

I11.  Approval of minutes from last meeting

IV. Old Business

Page 1 of 2







V. New Business

V1. Adjournment

Minutes submitted by:

Page 2 of 2









Faculty Affairs Committee Agenda Items — for Academic Affairs Council meeting October 6, 2017.

1. Disband ad-hoc sub-committee commissioned to establish a plan to evaluate the
committee/council structure. (See Motion 1 on next page)

2. Amend motion sent to Academic Affairs Council in May 2017 regarding establishment of a plan
to evaluate committee/council structure. (See Motion 2 on next page)

3. Revise APM 1.10 policy regarding Ex-Officio members on academic standing committees. (See
Motion 3 on next page)

4. Change APM 1.10 policy regarding specific meeting dates/times for academic standing
committees. (See Motion 4 on next page)

5. Faculty Affairs Committee passed a motion to establish their meeting time for the academic
year 2017-2018. (See Motion 5 on next page)

6. Proposal to adopt agenda and meeting templates for academic standing committee/council.
(See Motion 6 on next page)







Motion 1: The Faculty Affairs Committee approved the motion to disband the ad hoc sub-committee
commissioned by Faculty Affairs to establish a plan to evaluate the committee/council system.

Motion 2: The Faculty Affairs Committee approved the following motion regarding the evaluation
proposal of the committee/council system:

“The Faculty Affairs Committee recommends to postpone the proposal brought before the Academic
Affairs Council in May 2017 regarding evaluation of the committee/council system until no later than the
fall of 2018.”

Motion 3: Faculty Affairs approved the following motion to revise APM 1.10 regarding Ex-Officio
Committee Members:

Non-Voting, Advisory, Ex-Officio Committee Members

“Non-voting, advisory, ex-officio committee members are those persons who hold an academic dean
position or higher plus Administrative Directors. Non-voting, advisory, ex-officio members are members
of the various academic committees that are best aligned with their administrative oversight and
position.

The SouthArk Shared Governance System recognizes the important and necessary participation of all
levels of staff, faculty, and administration in the governing process. Non-voting, advisory, ex-officio
committee members attend regular and special committee meetings. They may contribute to discussion
and provide advice, information, policy/law, and historical information regarding a particular topic
under consideration. These persons may not bring forward proposals or motions and may not vote on
any item brought before the committee or be counted as part of the quorum.”

Motion 4: The Faculty Affairs Committee approved the following motion to make a change to APM 1.10
regarding meeting days and times for all standing academic committees:

“Academic standing committees will establish regular meeting times and dates for the academic year
that are appropriate to accomplish the tasks of each committee. Established meeting schedules of the
Council to which each standing committee reports should be considered to permit a timely flow of
information and actions.

At the beginning of each academic year, Standing committee Chairs should notify their Council Chair
regarding the committee’s agreed upon meeting times and inform them of any changes that should
arise through the current academic year.”

Motion 5: The Faculty Affairs Committee approved the motion to meet the 3™ Thursday of each month
at 4:00 p.m. in WHT 211 for the academic year 2017-2018.

Motion 6: The Faculty Affairs Committee approved the motion to propose to the Academic Affairs
Council that meeting agenda and minutes templates (see attached) be utilized by all academic standing
committees which would include a clarification guide similar to the current meeting template that is
located on our SouthArk webpage (see attached) so that everyone is using the same terminology and
format.
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Meeting Minutes: [COMMITTEE]

Minutes Submitted by: [COMMITTEE CHAIR/SECRETARY)]

This meeting of the [COMMITTEE] was held at [TIME]on [DAY], [DATE] in the [LOCATION].
Members Present: [COMMITTEE MEMEBERS ATTENDING]
Guests Attending: [OTHERS ATTENDING]

I Approval of Minutes:
Upon calling the meeting to order, [COMMITTEE CHAIR/SECRETARY] requested that the committee

forgo formal reading of the minutes and polled the committee for any corrections. With no corrections being
proffered, the minutes were accepted as submitted.
11 Old Business:
a. [AGENDA ITEM]:
Brief description of discussion*
Resolutions Passed
Action Items
b. [AGENDA ITEM]:
Brief description of discussion*
Resolutions Passed
Action Items

I11. New Business:

a. [DICUSSION ITEM]:
Brief description of discussion*
Resolutions Passed
Action Items

b. [DICUSSION ITEM]:
Brief description of discussion*
Resolutions Passed
Action Items

The committee adjourned at [TIME] and will next meet on [DATL] at [TIME] in the [LOCATION].

IV. Adjournment:

* Note: It is not necessary to record a verbatum transcription of committee deliberations. A brief list of discussion
topics, talking points, and committee concerns is sufficient

Miunutes must include any actions items for the committee (or other committees), resolutions adopted, and note the
disposituon of agenda/discussion items (c.g. tabled for futher consideration).










Academic Affairs Council

MEETING MINUTES

Date:  Friday, September 1, 2017
Time: 11:45 a.m.
Place: ADM Board Room

I. Call to Order
Susan Spicher called to order the regular meeting of the Academic Affairs Council, at 10:48 a.m. on Friday,
September 1, 2017 in the ADM Building Board Room.

I1. Roll Call

The following council members were present: Jennifer Baine, Dr. Jim Bullock, Micheal Champion, Dr.
Dave Carty, Dr. Sterling Claypoole, Keitha Davidson, Sarah Dilmore, Caroline Hammond, Sherry Howard,
Rhonda Lee-Ernest, Ken Kelley, Brandy Mendoza, Cindy Meyer, Robert Norman, Dr. Jennifer Parks, Susan
Spicher, Christy Wilson, and Dr. James Yates.

The following council members were excused: Leslie Appling, Linda Bates, Roslyn Nipper, Philip
Shackelford, Ray Winiecki, and Amy Sturdivant

The following guests attended the meeting: Dr. Stephanie Tully-Dartez, Jim Roomsburg, Roslyn Turner, and
Mary Kate Sumner-Recorder
I11. Approval of minutes from last meeting

Micheal Champion made a motion to approve the minutes of the council meeting held on Friday, May 5,
2017. Christy Wilson seconded the motion. The minutes were approved as written.

Christy Wilson made a motion to approve the minutes of the council meeting held on Wednesday, August 16,
2017. Jennifer Baine seconded the motion. The minutes were approved as written.

IV. Old Business
a. No Old Business
V. New Business
a. Academic Affairs Operating Procedures — Dr. Sterling Claypoole

Motion: Dr. Sterling Claypoole moved to suspend Robert’s Rules of Order for one item and to move that
item from the bottom of the agenda to this position.
Jennifer Baine seconded the motion.

Motion: Dr. Sterling Claypoole moved to adopt the “Academic Affairs Operating Procedures.”
Micheal Champion seconded this motion.

Vote:  All Approved.

VI. Planning Council Report — Susan Spicher

a. Items that were sent to Cabinet
i. Accelerated Route to Careers (ARC) Program,







ii. Assessment Committee Report Reviewing cycle,
iii. Curriculum Changes due date
iv. APM 1.10 Shared Governance — Changes to Academic Affairs Committees
b. Strategic Plan was sent forward to the Board of Trustees, BOT Meeting will be on September
19th.
c. Announcements
i. SouthArk announced about the use of the parking lots during Musicfest
ii. SouthArk Expo is on September 9th
iii. Manufacturing Day is on October 5th - Ray Winiecki
iv. Cyber Security Month - October - Dr. James Yates
v. Spirit of South Arkansas Small Business Awards, October 18th
vi. Global Business Workshop - February 8th

VII. VPAA Sharing Report — Dr. Jim Bullock

a. Committee Populating: Nominating Committee met the morning of September 1, 2017. They
finished populating the committees who needed new members. Someone will send out an email
announcing the new committee memberships.

b. Faculty Evaluation Process: The process is being reviewed in detailed. The VPAA, AVPs, and
Deans will be making recommendations to faculty affairs once the process has been reviewed and
changes have been made. The recommendations will be focused on making sure the process
makes sense, is clear, and there is no confusion.

VIII. Standing Committee Reports
a. Academic Standards Committee — Brandy Mendoza
i. No report.
b. Assessment Committee — Chair: Christy Wilson

i. Moved meetings to the second Tuesday of the month at 4pm. First meeting will be
September 12.

c. Curriculum Committee — Chair: Dr. Sterling Claypoole
i. No report.
d. Distance Learning Committee — Chair: Jennifer Baine
i. Moved meetings to second Monday of the month at 4:30 pm.
e. Faculty Affairs Committee —Roslyn Turner
i. No report.
f. Library Committee — Chair: Dr. Rhonda Lee-Ernest
i. No report.

IX. Announcements

a. Information on hurricane — EMT team in Newton, TX - no evacuees should arrive in ElI Dorado

b. New HIT program director has been hired. Should be at new AAC meeting in October.

c. SouthArk Expo, September 9" - please volunteer!

d. Student Organizations - please meet on Wednesday, September 6th at noon in the Maple room of
the Conference Center

e. Monday, September 11 is the 16th anniversary Memorial of 9/11. At noon there will be a 30 min
ceremony. Official information will be released on Tuesday Sept 5.

f. October is Cyber Security Month. CIT department and Library will provide presentations, guest
speakers, etc.







g. Student Recognition Ceremonies are November 16" and April 19". We are wanting more faculty
members to attend.

h. Sept 11th there will be a meeting with SAU at 4:30pm on the 2+2 program in Education

i. Student Clubs — Please be aware of all of the different student clubs/organizations and please
support them.

j.  Campus Ministries first meeting will be on Wednesday, September 6.

k. Criminal Justice organization meeting will be on Tuesday, September 5.

I. Fall Lecture Series speaker - John Douglas - October 12th- not intended for children

X.  Adjourn
a. A motion to adjourn was made by Keith Everett and seconded by Dr. Dave Carty. The meeting
was adjourned at 11:24 a.m.
Minutes Submitted by: Mary Kate Sumner
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Academic Affairs Council

MEETING MINUTES

Date: Wednesday, August 16, 2017
Time: 2:40 p.m.
Place: Murphy Hall, Conference Center

Call to Order

Dr. Jim Bullock called to order the first meeting of the Academic Affairs Council, for the 2017-2018 school
year, at 2:40 p.m. on Wednesday, August 16, 2017 in the Murphy Hall room of the Conference Center.

. Roll Call

The following council members were present: Leslie Appling, Jennifer Baine, Linda Bates, Dr. Jim Bullock,
Micheal Champion, Dr. Dave Carty, Dr. Sterling Claypoole, Keitha Davidson, Sarah Dilmore, Caroline
Hammond, Rhonda Lee-Ernest, Shannon Forrest, Ken Kelley, Brandy Mendoza, Cindy Meyer, Roslyn Nipper,
Robert Norman, Dr. Jennifer Parks, Jim Roomsburg, Philip Shackelford, Susan Spicher, Christy Wilson, and
Dr. James Yates.

The following council members were excused: Sherry Howard, Amy Sturdivant

The following guests attended the meeting: Dr. Stephanie Tully-Dartez, Scott Larkin, Ken Bridges,
Dr. Susanne Wache, and Mary Kate Sumner-Recorder

I11. Old Business

a. Announcements of the new Chairs for each Academic Standing Committee

i. Faculty Affairs — Linda Bates

ii. Assessment — Christy Wilson
iii. Library — Dr. Rhonda Lee-Ernest
iv. Curriculum — Dr. Sterling Claypoole
v. Academic Standards — Roslyn Nipper
vi. Distance Learning — Jennifer Baine

b. Nominations for Academic Affairs Council Chair
i. Dr. Bullock called for Nominations for Academic Affairs Council Chair

Vote: Susan Spicher was nominated for Chair by Micheal Champion and Dr. Dave Carty
seconded it. Dr. Sterling Claypoole was nominated for Chair by Dr. Jennifer Parks and Ken
Kelley seconded it. Micheal Champion motioned to close the nominations and Dr. Sterling
Claypoole seconded it. Jennifer Baine motioned to have the one person who was not chosen to be
Chair, become Vice-Chair. Ken Kelley seconded it. The vote was taken by secret ballet. Susan
Spicher was announced as the new Chair of Academic Affairs and Dr. Sterling Claypoole as the
new Vice-Chair by Dr. Jim Bullock.

c. Statement was made that the Academic Affairs Administrative Assistant would be the recorder for
the meetings. During the time there is not an Administrative Assistant in filling that role, Mary
Kate Sumner will be the recorder.









Standing Committee Reports
a. Faculty Affairs Committee — Linda Bates, Chair
Motioned to accept changes to the Faculty Affairs Committee part of the APM with the following
changes:

1. Removing “as a member of the Academic Affairs Council’” from the following
statement “In order to insure effective communication, the committee chair will meet
regularly with the President as a member of the Academic Affairs Council to discuss
faculty-related issues.”

2. Removing this specific function: “Meeting announcements and committee agendas
must be published and distributed at least one week in advance and minutes must be
published in a timely manner. All announcements, agendas and minutes of all
meetings must be placed on file in the office of the Vice President of Academic
Affairs.”

3. Adding the specific function: *““Perform other duties assigned by the Vice President
for Academic Affairs or the President.”

4. Changes to the Membership:

a. Remove one Health Sciences Faculty Member and Change it to Career and
Technical Education Faculty Member

b. Remove the words “Business and IT”” from any membership.
c. Add a Continuing Education Staff Member (workforce)
Vote: All Approved
b. Assessment Committee — Christy Wilson, Chair

Motioned to accept changes to the Assessment Committee part of the APM with the following
changes:

1. Changes to the Membership:
a. Add a Career and Technical Education Faculty Member
b. Remove the words “Business and IT”” from any membership.

Vote: Approved

Questions about the proposal “to remove academic deans/directors from the quorum court” arose.
Discussion questions and comments between Dr. Sterling Claypoole, Christy Wilson, and Dr. Tully-
Dartez occurred

Motion by Philip Shackelford to send summary of where this proposal (“to remove academic
deans/directors from the quorum court™) is coming from and why it has been suggested out to all of the
committees. This was seconded by Ken Kelley.

Vote: Approved

Dr. Bullock commented that a committee could bring this vote as a global proposal, instead of single
committee proposals from each committee. Discussion occurred.

Motion by Christy Wilson to send ““to remove academic deans/directors from the quorum court™
back to committee, Faculty Affairs and/or Nominating Committee. Philip Shackelford seconded it.

Jim Roomsburg made an amendment to also consider the roles of the Deans and Directors’
proxies. Dr. Jennifer Parks seconded it.

Vote on Amendment: Approved
Vote on Motion: Approved









c. Library Committee — Dr. Rhonda Lee-Ernest, Chair
i. No report.
d. Curriculum Committee — Dr. Sterling Claypoole, Chair
Motioned to accept changes to the Curriculum Committee part of the APM with the following

changes:

1. Adding the specific function: “Perform other duties assigned by the Vice President
for Academic Affairs or the President.”

2. Changes to the Membership:

a. Add a Career and Technical Education Faculty Member

b. Remove the words “Business and IT”” from any membership.
c. Add a Continuing Education Staff Member (workforce)
d

Adding the words “Non-Voting™ and “Non-Quorum’ next to the words Ex
Officio.

Vote: All approved.

e. Academic Standards — Roslyn Nipper, Chair
Motioned to accept changes to the Academic Standards Committee part of the APM with the
following changes:

1. Changing the location of the meetings from ““HSC 3" floor Conference Room”” to
“HSC 1* floor Lecture Hall.”

2. Changes to the Membership:

a. Add a Career and Technical Education Faculty Member

b. Add 2 Liberal Arts Faculty Members

c. Remove the words “Business and IT”” from any membership.
d. Add a Continuing Education Staff Member (workforce)
e

Adding the words ““Non-Voting” and “Non-Quorum” next to the words Ex
Officio.

Vote: All approved.
f. Distance Learning Committee — Jennifer Baine, Chair
Motioned to accept changes to the Distance Learning Committee part of the APM with the
following changes:
1. Changes to the Membership:
a. Remove the words “Business and IT”” from any membership.
b. Add a Continuing Education Staff Member (workforce).
c. Remove the “Career Counselor’ as a member.
d. Remove “Division Chair, Business and IT.”
e

Adding the words ““Non-Voting” and “Non-Quorum”” next to the words Ex
Officio.

Vote: All Approved

V.  Announcements
a. Next meeting, September 1, Administrative Board Room at 10:45 a.m.

VI. Adjourn
a. A motion to adjourn was made by Christy Wilson and seconded by Cindy Meyer. The meeting
was adjourned at 3:47 p.m.
Minutes Submitted by: Mary Kate Sumner
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August 30, 2017
Academic Affairs Council Operational Procedures

In an effort to enhance the efficiency and effectiveness of the Academic Affairs Council (AAC) as an
integral player in the Shared Governance Structure at SouthArk, the following operational procedures are being
proposed. This proposal is based on the current APM 1.10 Shared Governance Structure (incorporating any
future changes and/or corrections to APM 1.10) and Robert’s Rules of Order as a framework for
accomplishing AAC business.

1. Academic Affairs Council meets the first Friday of each month during the regular school year. Time of
meeting is 10:45am to 11:45am in the Administration Board Room.

a. If you are unable to attend the meeting you should notify the council secretary prior to the
meeting whenever possible.

b. All council members will sign in on the roll sheet.

2. An agenda for each meeting will be distributed on Wednesday prior to the meeting.

a. Agenda items and supporting documentation must be submitted by noon on the Friday prior to
the meeting date to the Council secretary.

b. Council members are required to have available their own electronic or paper copy of the
agenda and attachments. Paper copies will not be distributed by the council.

c. Only items that are on the agenda will be discussed in the current meeting.

i. Committee Chairs bring forward action items that were approved by their committee and
announcements/information.

ii. Each Committee Chair should come prepared with written motions and proposals for
action items to expedite the process.

iii. Discussion will be one speaker at a time who has been recognized by the Council Chair.
Please keep comments concise and limited to 1 to 2 minutes when possible.

iv. Discussion in the AAC is for clarification and information on motions/action items
currently being presented. A motion/second and 2/3 vote of the membership can be
made to limit and/or end discussion.

v. Members may propose an amendment to the current motion being considered, but may
not make other proposals. Proposals should be made to the appropriate standing
committee for consideration.

3. All committee members should review AAC meeting minutes.

a. A first draft of the meeting minutes will be distributed to the Council membership within 10
calendar days of the meeting by the Council secretary.

b. Members will have 5 work days to review and make corrections to the minutes which will be
sent to the Council secretary.

c. Within 10 calendar days of the next meeting Council members will receive a corrected copy of
the minutes from the previous meeting. These should be reviewed so as to be ready for approval
as an order of business at the next meeting. Minutes will also be posted on the college website.

4. Communication

a. All Standing Committee Chairs should facilitate communication of AAC approvals to their
committee members and also their stakeholders.

b. AAC-approved items are communicated to the Planning Council and then referred to Cabinet
for final approval and implementation.










Chapter Two: Personnel

Procedure Title: Grievance Process

Based On: Board Policy 3

Procedure Number: 2.12

Date Adopted/Revised: April 29, 2001; November 21, 2006; May 15, 2007; March 29, 2010;
XXXXX XX, 2017

IT.

I1II.

IV.

South Arkansas Community College encourages its employees to bring their
complaints to the attention of their Supervisors. Employees and their Supervisors
are expected to make every effort to resolve differences informally. Human
Resources can be helpful in working with Employees and Supervisors to resolve
these situations. Each grievance shall be handled promptly and impartially, without
fear of coercion, discrimination, or reprisal. In order that employees may be assured
fair consideration their grievance, a means of review and appeal, without prejudice,
to higher levels of authority has been established.

Grievants may withdraw their grievance at any time by notifying his or her
supervisor and/or the HR Director. If the grievant fails to comply with the time
limits set forth below, the College may consider the grievance withdraw.

Appeals of employee evaluations should follow procedure number 2.11, section VI.
Definitions

A. “Chair” means the chairperson of the Grievance Committee. The Chair will be
selected by the President.

B. “Department Head” means administrative officer over the department for which
the grievant is a member.

C. “Evidence” means all materials, documents, testimony which will aid in making
a fair and impartial determination.

D. “Grievance” means a complaint by the grievant alleging he or she has been or is
being, adversely affected by a specific: (1) improper application of one or more
College policies; or (2) improper action, inaction or decision of any supervisor,
department head or other persons with administrative control and responsibility.

E. “Grievance Committee” means either a four-member faculty committee for
faculty only grievances or a four-member group composed of two non-classified
staff members below the level of Vice President and two classified staff members
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for all other grievances. Of the four faculty grievance committee members, one
has to be an academic dean. Of the two non-classified staff members on a non-
academic grievance, one of the members has to be a department director. A
faculty only grievance applies when a grievance applies strictly to academic
policies or issues. The President is the final authority on which committee is
appropriate for a given grievance.

F. “Grievant” means any employee submitting a grievance as defined above.

G. “Designee” means an administrative officer selected by the HR Director that is
impartial to the grievance.

H. “Working Days” means Monday through Friday, excluding official College
holidays.

Responsibilities

A. Human Resources:

1. Facilitate the grievance process.

2. Provide administrative and advisory assistance as necessary.

3. May eliminate anyone from the potential pool with personal involvement in
the case being considered

4. Select a designee if the grievant’s immediate supervisor or department head
are involved in the grievance.

B. President
1. Select the Grievance Committee
2. Name a chair of the Grievance Committee

C. Grievance Committee:
1. Conduct a formal review of evidence in regard to the grievance.
2. Make findings as to the validity of the grievance and recommendations on
how to resolve the grievance in the form of a memorandum to the President
or designee.

Procedure:
A. The College’s grievance procedure consists of three steps: (1) Step I — Informal,
(2) Step IT — Formal, and (3) Step III — Grievance Committee Hearing. Each Step

has its own procedures, as set forth below:

1. Step L. Informal Review:






a)

b)

d)

e)

A Grievant can initiate the Grievance process in one of two ways:

i.  Verbal or written notification of the Grievance to his or her
immediate supervisor. The grievant should promptly bring the
Grievance to the attention of the immediate supervisor.

ii.  Verbal or written notification of the grievance to the HR Director.
If the Grievance is reported to the HR Director, the HR Director
will notify the grievant’s immediate supervisor or designee of the
grievance to begin the informal review.

To be timely, the grievant must at least verbally report the grievance to
his or her immediate supervisor or the HR Director within ten (10)
working days of the incident which forms the basis for the grievance. If
the grievance is not timely, the HR Director will provide written notice of
this determination to the Complainant.

Within ten (10) working days of notification, the immediate supervisor or
designee will attempt to resolve the grievance by a discussion with the
grievant and other parties if necessary.

If the grievance is satisfactorily resolved by this discussion, the terms of
the resolution shall be reduced to writing by the immediate supervisor or
designee and signed by all parties involved in the discussions.

This initial attempt of resolution must conclude within ten (10) working
days of the initial discussion between the grievant and the immediate
supervisor or designee. At the end of this ten-day period, if the grievance
cannot be resolved, the grievant can immediately proceed to Step.

Step II. Formal Review:

a)

b)

If a mutually agreeable resolution was not reached in Step 1., the grievant
may initiate Step II by submitting a written statement to the HR
Director. The written statement must be submitted to the HR Director
within ten (10) working days of the completion of the initial attempt of
resolution outlined in Step 1. above.

The written statement shall contain the following information:

1.  Nature, date, and description of the alleged violation(s);





ii.  Name(s) of person(s) responsible for the alleged violation(s);
iii.  Request relief for corrective action; and

iv.  Any background information and supporting documentation the
grievant believes to be relevant.

¢) Upon receipt of the written statement, the HR Director will:

i. Immediately provide the department head or designee a copy of
the Grievance.

ii.  Schedule a meeting between the grievant and the department
head or designee. The meeting should be held within ten (10)
working days of receipt of the Grievant’s written statement.

d) Within ten (10) working days of receipt of the written statement, the
department head or designee will attempt to resolve the grievance by a
discussion with the grievant and other parties if necessary.

e) If the grievance is satisfactorily resolved by this discussion, the terms of
the resolution shall be reduced to writing by the department head or
designee and signed by all parties involved in the discussions.

f) This attempt of resolution must conclude within ten (10) working days of
the initial discussion between the grievant and the department head or
designee. At the end of this ten-day period, if the grievance cannot be
resolved, the grievant can immediately proceed to Step III.

3. Step III. Grievance Hearing:

a) Pre-Hearing Procedures:

i. If a mutually agreeable resolution was not reached in Step II., the
Grievant may initiate Step III by submitting a written request to
the HR Director for a hearing before a Grievance Committee. The
written request must be submitted to the HR Director within ten
(10) working days of the completion of the attempt of resolution
outlined in Step II above.





ii. Upon receipt of the written request, the HR Director will inform
the College President. The College President will:

a. Select the Grievance Committee within five (5) working days,
to include naming a chair of the committee

b. Schedule Grievance Committee meeting within ten (10)
working days, unless there is a specific reason why another
time must be selected.

iii. The grievant and the respondent may have one (1) person to assist
in the initiation, filing, processing, or hearing. This person may be
an attorney, but may not address the Grievance Committee, speak
on behalf of the grievant or respondent, question witnesses, or
otherwise actively participate in the hearing.

iv. Evidence: No later than 8:00 a.m., five (5) working days prior to
the hearing, the grievant and other parties involved shall provide
the HR Director all documents to be used and relied upon prior to
the hearing. The parties shall provide four (4) copies of all
documents to be used and relied upon during the hearing,
including: the name, address, and telephone number of any
representative and witness; and a summary of the witnesses’
relevant testimony. Once all documentation and copies have been
provided to the HR Director, a copy will be provided to the grievant
and other parties involved, no later than 5:00 p.m. five (5) working
days prior to the hearing. Failure to timely provide the information
could result in exclusion of that information during the hearing.

v. No later than three (3) working days prior to the hearing, the HR
Director shall provide the Grievance Committee with a copy of all
documents and information submitted (as specified in paragraph 3
above).

b) Hearing Procedures:

i. Record of the Hearing: The hearing will be recorded by
recording devices supplied by the College. These recordings shall
be maintained for a period of five years after the resolution of the
grievance. The grievant or respondent may obtain a copy of the
recordings from any recorded hearing, at the requesting party’s
expense.





ii.

iii.

iv.

vi.

Private Hearing: The hearing shall be conducted in private.
Witnesses shall not be present during the testimony of any party
or other witness. Witnesses shall be admitted for testimony and
then asked to leave. The grievant and the respondent may hear
and question all witnesses testifying before the Grievance
Committee.

Presentation of Case: This is a non-adversarial process, the
witnesses are not sworn, the grievant and respondent shall be
afforded reasonable opportunity for oral opening statements,
closing arguments, their own testimony, and presentation of
witnesses and pertinent documentary evidence, including written
statements. Witnesses are not compelled or subpoenaed to appear
and are to appear on their own accord, employees of the College
are permitted to participate in the grievance process without
suffering loss of compensation or leave time for the time spent
during the process.

Grievance Committee Rights: The Grievance Committee shall
have the right to question any and all witnesses, to examine
documentary evidence presented, and to request the appearance of
other witnesses or review other documentation as the Grievance
Committee deems necessary. The Grievance Committee has the
right to limit testimony and presentation of other evidence to that
which is relevant to the grievance and to further limit testimony
and other evidence that is cumulative and unnecessary.

Grievance Committee Deliberation: After the hearing is
concluded, the Grievance Committee shall convene to deliberate in
closed session and arrive at a majority recommendation. The
Grievance Committee shall make its determination of whether or
not a rule, procedure or policy was not followed or applied properly
based upon the evidence presented at the hearing. The Grievance
Committee may make recommendations for resolution of the
grievance. No one else is to be present during the Grievance
Committee’s deliberations, except when clarification about a rule,
procedure, or policy is requested by the Grievance Committee from
the HR Director.

Transmittal of the Recommendation: Within seven (7) working
days after the hearing is concluded, the Grievance Committee





shall transmit its recommendation in writing to the HR Director
and the President.

vii. Final Administrative Determination: The President may
decide to accept the recommendation, amend it, reverse it, or refer
the grievance back to the Grievance Committee for further
deliberations and reconsideration. Within ten (10) working days of
receipt of the Grievance Committee’s recommendation, the
President shall prepare and send a written statement addressed to
the grievant containing the President’s decision for resolution of
the grievance and the reason for the decision. A copy of the
President’s decision will be sent to the HR Director and other
necessary parties.






Medical Marijuana

Procedure Title: Medical Marijuana
Based On: Board Policy No. 3
Procedure Number: TBD

Date Adopted/Revised: TBD

VI.

VII.

VIIL.

This procedure is pursuant to the Arkansas Medical Marijuana Amendment of 2016

(Section 23 Arkansas Constitution Amendment 98).

South Arkansas Community College is a Drug Free-Work Place.

Prohibition of Medical Marijuana on South Arkansas Community College

a. Faculty, Staff, and Visitors are prohibited from possessing or using Medical
Marijuana on Campus, in vehicles owned or leased, at both official and unofficial
events sponsored by South Arkansas Community College.

b. Faculty, Staff, and Visitors may not possess or use Medical Marijuana at facilities
operated by South Arkansas Community College.

c. Medical Marijuana may not be used or possessed by any Faculty, Staff, or Visitor
on or in any South Arkansas Community College owned or leased housing.

d. Faculty, Staff, and Visitors are prohibited from being under the influence of
Medical Marijuana at any of the location listed in 11l a. through 111 c.

“Marijuana paraphernalia” is prohibited in the same locations as indicated by Il a.

through 111 c.

Faculty, or Staff who are required to take a drug screen due to reasonable suspicion or

post-accident situations and come back positive for Marijuana (THC) or any

derivative of THC may be disciplined up to and including termination.

Faculty, or Staff under the care of physician and using Medical Marijuana must have

Written Certification and a Medical Marijuana Card issued by the Department of

Health. The card and certification is valid for a maximum of one year.

Faculty and Staff in a “Safety Sensitive” position will not be allowed to work in that

position while medicated by Medical Marijuana. The Faculty or Staff member may be

required to take time off (leave) with or without pay. The Faculty or Staff member

may be required to apply for and use FMLA while using Medical Marijuana.

South Arkansas Community College will not accommodate for the ingestion of

Medical Marijuana on Campus or any South Arkansas Community College

sanctioned, related or approved event.

South Arkansas Community College reserves the right to require a Faculty or Staff

member to participate in a Substance Abuse program and/or substance abuse

counseling.

NOTE: Marijuana, even used as a medication, is considered as an illegal substance under Federal

Law.






Motion - To accept the revised Curriculum Proposal Request form.

Changes include: addition of Plan of Study and Syllabus in the top listing, removal of
VPAA signature and add of Curriculum Committee Chairman Signature at the bottom.

Motion — Changes in required courses/curriculum in the Certificate for General
Studies.

Changes include: Currently students are required to complete 3 hours of History and 6
hours of Social Science to meet the requirements for the Certificate of General studies.
Proposed to change to just 9 hours of History or Social Sciences.

Motion — To accept the new proposed Culinary Art CT/CP Program. Culinary
Arts CP (15 credit hours) and TC (31 credit hours)

Motion — To accept the proposed NEW course of COMM 1033 Fundamentals of
Stagecraft in the Production and Media Program.

Motion — To accept seven (6) proposals of course renames, course curriculum
changes, combination/rename in the Production and Media Arts Program.

6 Proposals Listed below:

e Proposal to Redesign PMA program and change from AA to AAS
e Proposal to Rename PMA to EMA

e Proposal to add CP and TC in Film Production

e Proposal to add CP and TC in Entertainment Technology

e Proposal to Rename COMM courses

e Proposal to combine and Rename CSCl course

Motion — To accept the proposed modification changing CRJU 1103 Intro to
Criminal Justice from a Pre-Requisite to a Co-Requisite Course.

Motion — To accept the new proposed Technical Certificate in Criminal Justice
into the Plan of Study for the Criminal Justice Program.

Motion — To accept the change in curriculum/required courses in the Criminal
Justice Certificate of Proficiency.

Changes include: The CP in Criminal Justice be changed to reflect an either/or
modification for CRJU 2303 Rules of Evidence & Procedures and CRJU 2403 Criminal
Investigative Techniques.






Curriculum Committee Proposal

Change or addition requested:

New course

Modification of existing course

Change of course number

Change in curriculum/required courses/prerequisites
Plan of Study

Syllabus (If applicable)

Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

Reason for requested change/addition:

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? . _
2. Are Library Media Center resources adequate to meet

requirements for this change? _ _
3. Will this change require purchase of additional equipment? _ -
4, Will this change require additional space? - _
5. Which divisions will be affected by this change?
6. Have you consulted division heads affected? - -
7. Have you consulted program heads affected? _ -
8. If the change is a course, what is the projected enrollment?
9. If the change is a course, how often would this course be offered?
10. Does this change affect a general education course? _ -
11. If so, list major and degree.
Signature of Division Dean approve do not approve

Signature of Curriculum Committee Chair approve do not approve







Curriculum Committee Information Sheet

Change or addition requested:

New course

Modification of existing course

Change of course number

__XX_ Change in curriculum/required courses/prerequisites
Other

]

Brief explanation of change/addition requested: (Use addition sheets if necessary. Scan and send to
curriculum committee electronically)

Currently students are required to complete 3 hours of history and 6 hours of Social Science to meet the
requirements for the Certificate of General Studies. We propose to change this to just 9 hours of History
or Social Sciences.

Reason for requested change/addition:

With our growing concurrent enrollment options at many of the local high schools, we can get the
history courses covered but it is difficult to get some of the Social Sciences taught in the local high
schools. By changing the requirement to 9 hours of history or Social Sciences, we will increase the
number of student who will receive the Certificate of General Studies prior to high school graduation.

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? . X
2, Are Library Media Center resources adequate to meet

requirements for this change? X o
3. Will this change require purchase of additional equipment? . X
4, Will this change require additional space? - X
5. Which divisions will be affected by this change? ____ Liberal Arts
6. Have you consulted division heads affected? X _
7. Have you consulted program heads affected? X -
8. If the change is a course, what is the projected enrollment? 10— 15 new completers____
9, If the change is a course, how often would this course be offered?
10. Does this change affect a general education course? - -

11. If so, list major and degree.






ERTIFICATE OF GENERAL STUDIES 2016-2017 (ot

Name Student ID # Date
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BSTD 0603 English |

BSTD 0613 English Il

BSTD 0413 Elementary Algebra

BSTD 0513 Intermediate Algebra
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ENGL 1123 Composition 1|

SPCH 1113 Principles of Speech
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History of Civilization to 1700

HIST 1013 History of Civilization Since 1700

HIST 2013 History of U.S. to 1876

HIST 2023 History of U.S. Since 1876

PSCI 2003 American Government: National
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PSYC 2003 General Psychology

SOCl 2003 Introduction to Sociology

GEOG 2003 Introduction to Geography

ECON 2003 Macroeconomics Principles
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BIOL 1004/L | Fundamentals of Biology/Lab

BIOL 1024/L | Vertebrate Zoology/Lab

BIOL 1034/1. General Botany/Lab

BIOL 2064/L | Anatomy & Physiology I/Lab

BIOL 2074/L | Anatomy & Physiology Il/Lab
RRAISIEE) Selanie

CHEM 1024/L | Chemistry | for Science Majors/Lab

GEOL 1004/L | Physical Geology/Lab

GEOL 1014/L | Historical Geology/Lab

PHYS 1004/L | The Physical Sciences/Lab

Computers & Information Processing OR
Technology Elective
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ARTI 2003 Art Appreciation
ENGL 2213 Literature |
ENGL 2223 Literature Il
ENGL 2653 American Literature |
ENGL 2663 American Literature |l
MUSI 2003 Music Appreciation
PHIL 2003 Introduction to Philosophy

THEA 2003 Theatre Appreciation






STUDENT MUST HAVE A 2.00 OR ABOVE CUMULATIVE GPA.

I understand that when seeking a degree, | may be required to enroll In basic skills courses as a result of my test scores and Arkansas

Law, Act 1052, and it will take additional semesters to complete a degree.

Student Date
Advisor’s Signature Date
Vice President of Learning Date

Date expected to Graduate

Revised 2-2017
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Chemistry | for Science Majors/Lab

Physical Geology/Lab

Historical Geology/Lab

The Physical Sciences/Lab
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Computers & Information Processing OR

Technology Elective

LALS; ST {6 Roursfromshe o] [CWInR I
ARTI Art Appreciation
ENGL Literature |
ENGL Literature ll
ENGL American Literature |
ENGL American Literature ||
MUSI Music Appreciation
PHIL Introduction to Philosophy
THEA Theatre Appreciation






STUDENT MUST HAVE A 2,00 OR ABOVE CUMULATIVE GPA,

Law, Act 1052, and it will take additional semesters to complete a degree.

Student Date
Advisor’s Signature Date
Vice President of Learning Date

Date expected to Graduate

| understand that when seeking a degree, | may be required to enroll in basic skills courses as a result of my test scores and Arkansas

Revised 9-2017







Curriculum Committee Information Sheet

Change or addition requested:

__X___ new course

modification of existing course

change of course number

change in curriculum/required courses/prerequisites
other

]

Brief explanation of change/addition requested: (Use addition sheets if necessary. Scan and send to
curriculum committee electronically)

The division of Workforce & Continuing Education would like to request the addition of the following
courses for the CP & TC Culinary Arts program.

Course Title Credit Hours | Semester
Sanitation 2 Fall
Nutrition 3 Fall
Mathematics for Culinary Arts 2 Fall
Culinary | 8 Fall
Culinary Il 7 Spring
Menu Preparation 3 Spring
Dining Room Service 1 Spring
Supervisory Management 3 Spring
Culinary Arts Externship 2 Spring

Total Hours: 31

Reason for requested change/addition:
Establish a Certificate of Proficiency (CP) and Technical Certificate (TC) in Culinary Arts.

The Culinary Arts program at South Arkansas Community College will prepare students to succeed in the
restaurant and food service industry by providing lecture, demonstrations, and hands-on experience.
Through this program, students will learn the fine art of the culinary industry, including service,
preparation, and management skills. Additionally, the technical applications and customer service
learned through this culinary program will equip students for today’s highly competitive food service
industry. Graduates will earn a Certificate of Proficiency (CP) or a Technical Certificate (TC) in Culinary
Arts, receiving college credits from an accredited institution of higher learning. Students will also earn
the ServSafe certification; certifications in Nutrition, Customer Service, and Hospitality Human
Resources & Supervision from the National Restaurant Association ManageFirst; and the Certified
Kitchen Cook certificate through the American Hotel & Lodging Educational Institute (AHLEI) upon
completion of the program.

If request is for new or modified course, please attach syllabus to request.

YES NO
1. Will additional faculty be required to make this change? ) S





10.

11.

Are Library Media Center resources adequate to meet

requirements for this change? _X_
Will this change require purchase of additional equipment? X
Will this change require additional space? X

Which divisions will be affected by this change? _Workforce & Continuing Education

Have you consulted division heads affected? X
Have you consulted program heads affected? X
If the change is a course, what is the projected enrollment? 10

If the change is a course, how often would this course be offered? __ Each semester
Does this change affect a general education course? X

If so, list major and degree.

Signature of Division Dean /éfﬂLﬂM #@uﬂdﬂg @ do not approve
Signature of MP-eftearming m@ @ do not approve

A\/{) W orkSor cce_,j""écf Qe T‘f’{l«\

VP for Accdeanc ASirs,





This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CULA 1002

Course Title
Sanitation

Course Description

Prerequisites: Placement out of remedial reading or successful completion of BSTD 0613

Explore and apply key food safety concepts. Learn origins of food-borne disease and utilization of proper sanitation
and safety procedures. The curriculum is covered through lecture, demonstration, and food preparation. Students
receive Servsafe certification.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
MCritical Thinking MResponsibility OCommunication
ACTS Course 0O Program Course M

Program Outcomes
1. Demonstrate knowledge of the food services industry, including safety practices, nutrition, customer service
skills, and food preparation.

2. Apply knowledge of menu selections and pricing, purchasing and receiving, and cost supply and demand.
3. Apply basic cooking techniques in a variety of culinary settings.
4. Demonstrate proficiency in sanitation of food preparation and service.
5. Apply budgeting practices and cost-saving tips to the purchasing and supplying of supplies.
6. Develop management skills in the food services industry.
ACTS Outcomes
Course Learner Outcomes (CLO)
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Identify the critical control
points during the food
1 | handling process to 1 Written Exam
reduce the risk of food
borne iliness.
Identify symptoms of food )
2 | porne illnesses. 1 Written Exam
Apply acceptable
procedures when CT .
3 preparing hazardous 1,2 4 1 Hands-on, rubric graded exam
foods.






Demonstrate proper

personal hygiene. 1,2 4 Hands-on, rubric graded exam

Describe types of cleaners
5 | and sanitizers and their 3 4 Written exam
proper uses.

Develop an equipment
6 | cleaning and sanitizing 3 4 Written exam
schedule.

Conduct internal site
7 | inspections to identify 3 6 Hands-on, rubric graded exam
compliance issues.

Demonstrate knowledge
8 | of Material Safety Data 3 6 R5 | Servsafe Certification exam
Sheets (MSDS).

Unit Outcomes/Competencies

Unit 1 — Keeping Food Safe

1.1 ldentify and recognize foodborne ilinesses and how they occur

1.2 ldentify and prevention pathogens, bacteria, viruses, parasites, and fungi.

1.3 Understand physical and chemical contaminants and they relate to food allergens, and foodborne illnesses.
1.4 Demonstrate good personal hygiene technics.

4.2 Practice how to avoid contamination.

Unit 2 — The Flow of Food

2.1 Demonstrate how to avoid cross-contamination.

2.2 Understand time and temperature control of food products.

2.3 Apply purchasing and receiving guidelines.

2.4 Follow general inspection guidelines.

2.5 Apply general food storage guidelines.

2.6 Demonstrate safe food preparation, cooking, cooling and reheating principles.
2.7 Demonstrate holding and serving food safety procedures.

Unit 3 — System and Facilities Management

3.1 Apply food safety management systems.

3.2 Design a safe food operation.

3.3 Selecting, installing, and maintaining kitchen equipment.

3.4 Develop a cleaning program.

3.5 Integrate a pest management system: identifying, control, treatment pests.

3.6 Proper storage of pesticides.

3.7 Understand laws and rules of regulatory agencies governing sanitation and safety of foodservice operations.
3.8 Understand the inspection process.

3.9 Develop and implement self-inspections.

Assessment Description(s)

Students will be assessed by the following methods:
e Exams
e Score sheet on required documents.

Materials and Technological Requirements
Servsafe Course Book 7t edition

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enrollment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE" if students have been absent for an excessive number of days. Warning letters will





be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet once a WeeK............vueveiiiiiiiceiciiiecciee e i 2 ADSENCES
Courses that meet tWice PErweek ...........ceevviiiiieieiececccrree e sssrrreaeeeeeeeeenene e 3 ADSENCES
Courses that meet four times Per WEEK...........cccccveeiiiieeiiverieiireeecccninseeesins e eensenee. D @DSENCES

Summer Session
Courses that meet four times per week in a five week session ...........ccecvvveviveeenenne 3 absences
Courses which meet two evenings per week in a 10 week session..........................3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’s homework, class work, or required project (in whole or in part)
and/or presenting another's work as the student’s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
quotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.





If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

e The student will receive a penalty of no less than a zero on the work in question.

e The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

¢ The dean will submit form to Vice President for Learning to determine disciplinary action.
The Vice President for Learning will determine whether further disciplinary action will be taken.

+ All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or

870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262

BRT@southark.edu
Date of Revision: October 2, 2017





This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CULA 1013

Course Title
Nutrition

Course Description

Prerequisites: Placement out of remedial reading or successful completion of BSTD 0613

This course introduces the fundamentals of nutrition and the role it plays in food preparation and cooking. The
relationship between nutrient intake and health is examined.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
M Critical Thinking OResponsibility OCommunication
ACTS Course 0O Program Course M

Program Outcomes
1. Demonstrate knowledge of the food services industry, including safety practices, nutrition, customer service
skills, and food preparation.
Apply knowledge of menu selections and pricing, purchasing and receiving, and cost supply and demand.
Apply basic cooking technigues in a variety of culinary settings.
Demonstrate proficiency in sanitation of food preparation and service.
Apply budgeting practices and cost-saving tips to the purchasing and supplying of supplies.
Develop management skills in the food services industry.
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ACTS Outcomes

Course Learner Outcomes (CLO)
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Identify the characteristics,
1 | functions, and food 1 1 Written Exam
sources of nutrients.
Apply nutritional standards cT
2 | and guidelines to culinary 1,2 1 5 Written Exam
arts.
3 Demonstr_ate ”“tf"'°”a' 1,2 1 Hands-on, rubric graded exam
concepts in cooking.

Unit Outcomes/Competencies

Unit 1 — Understanding Nutrition Basics

1.1 Understand key concepts in nutrition.

1.2 Understand nutritional standards and guidelines.

1.3 Understand the role carbohydrates, proteins, lipids, vitamins, minerals, and water play in nutrition.






Unit 2 — Establishing Nutrition Programs

2.1 Assess market and menu needs.

2.2 Understand food allergens and special diets.

2.3 Understand how to prepare foods will nutritional appeal.
2.4 Implement and evaluate a nutrition program.

2.5 Apply menu labeling regulations.

2.6 Field project.

Assessment Description(s)

Students will be assessed by the foliowing methods:
¢ Exams
o Score sheet on required documents.
e Score sheet for field project.

Materials and Technological Requirements
ManageFirst: Nutrition, 2n edition, National Restaurant Assaciation, ISBN: 9780132181631

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enroliment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet once a WeeK...........ooooviiiiieciiei e 2 absences
Courses that meet twiCe per Week .........ccooo i 3 absences
Courses that meet four times per Week....... ..o 5 absences

Summer Session
Courses that meet four times per week in a five week session ..........ccccoeveeveeenennen 3 absences
Courses which meet two evenings per week in a 10 week session.............ccocoeeeee 3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

in all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional





2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’s homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’'s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
guotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

o The student will receive a penalty of no less than a zero on the work in question.
The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.
The dean will submit form to Vice President for Learning to determine disciplinary action.
The Vice President for Learning will determine whether further disciplinary action will be taken.
¢ All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran's status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: hitp://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,





and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision: October 2, 2017





This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CULA 1022

Course Title
Mathematics for Culinary Arts

Course Description

Prerequisites: Successful completion of BSTD 0413 and CULA 1002

Application of basic math principles that affect everything from basic recipe preparation to managing food and labor
costs in a restaurant operation.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
MCritical Thinking OResponsibility OCommunication
ACTS Course O Program Course

Program Outcomes
1. Demonstrate knowledge of the food services industry, including safety practices, nutrition, customer service
skills, and food preparation.
Apply knowledge of menu selections and pricing, purchasing and receiving, and cost supply and demand.
Apply basic cooking techniques in a variety of culinary settings.
Demonstrate proficiency in sanitation of food preparation and service.
Apply budgeting practices and cost-saving tips to the purchasing and supplying of supplies.
Develop management skills in the food services industry.

oo rwN

ACTS Outcomes

Course Learner Outcomes (CLO)
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Perform basic math
1 | functions. 1,2 Comprehensive Final Exam
Calculate food and
2 beverage costs. 3 2 Comprehensive Final Exam
Demonstrate recipe CT , .
3 CONVersions. 3 2 Comprehensive Final Exam
Determine prices for menu
4 e P 4 25 CZT Comprehensive Final Exam
Calculate labor costs and
5 | taxes. 5 6 CZT Comprehensive Final Exam
Interpret financial . ,
6 staterr)nents. 5 5,6 C2T Comprehensive Final Exam






Unit Outcomes/Competencies
Unit 1 — The Calculator
1.1 Efficiently use a calculator.

Unit 2 — Basic Math Fundamentals
2.1 Perform basic math functions.

Unit 3 — Math Essentials and Cost Controls in Food Preparation
3.1 Calculate weights and measures.

3.2 Utilize the metric system of measure.

3.3 Understand portion control.

3.4 Convert recipes, yields, and baking formulas.

3.5 Calculate food, recipe, and labor costs.

Unit 4 — Math Essentials in Food Service Record Keeping
4.1 Determine cost percentages and pricing the menu.

4.2 Demonstrate inventory procedures and controlling costs.
4.3 Demonstrate purchasing and receiving procedures.

4.4 Create daily production reports.

Unit 5 — Essentials of Managerial Math

5.1 Understand front of the house and managerial mathematical operations.
5.2 Calculate personal taxes and payroll.

5.3 Create and interpret financial statements.

Assessment Description(s)

Students will be assessed by the following methods:
¢ Exams
e Score sheet on required documents.

Materials and Technological Requirements
 Math Principles for Food Service Occupations, Anthony Strianese, ISBN: 9781435488823, 2012

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enroliment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet ONCE @ WEEK...........coeiiciiieieciie e 2 absences
Courses that meet tWiCe PEr WEEK .........ccooeiiiiiiiiciiieeeeeeee e 3 absences
Courses that meet four times per Week...........ooveciieiiiiciien e 5 absences

Summer Session
Courses that meet four times per week in a five week session .............ccccceveeenenneen. 3 absences
Courses which meet two evenings per week in a 10 week session..........................3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.






In ail instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentialty harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student's homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
quotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

e The student will receive a penalty of no less than a zero on the work in question.
The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

¢ The dean will submit form to Vice President for Learning to determine disciplinary action.

e The Vice President for Learning will determine whether further disciplinary action will be taken.

e All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact; 870.875.7262





The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision: October 2, 2017





This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CULA 1038

Course Title
Culinary |

Course Description

Prerequisites: Placement out of remedial reading or successful completion of BSTD 0613. Must have taken or
currently registered in CULA 1002.

This course exposes students to the career opportunities in the hospitality industry. Students will learn and
demonstrate knowledge of the effects of heat on foods, heat transfer, and cooking times. Various cooking methods
will be explored. For this course, students will focus on the principles of cooking meats, stocks, soups, sauces,
salads, and salad dressings.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
MCritical Thinking MResponsibility OCommunication
ACTS Course O Program Course ™

Program Outcomes
1. Demonstrate knowledge of the food services industry, including safety practices, nutrition, customer service
skills, and food preparation.

2. Apply knowledge of menu selections and pricing, purchasing and receiving, and cost supply and demand.
3. Apply basic cooking techniques in a variety of culinary settings.
4. Demonstrate proficiency in sanitation of food preparation and service.
5. Apply budgeting practices and cost-saving tips to the purchasing and supplying of supplies.
6. Develop management skills in the food services industry.
ACTS Outcomes
Course Learner Outcomes (CLO)
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Identify and demonstrate cT
1 | appropriate use and safety | 2 1 5 R2 | Hands-on, rubric graded exam
of kitchen equipment.
Demonstrate different
2 | types of cutting 3 R2 | Hands-on, rubric graded exam
techniques.
Demonstrate proper
3 | scaling and measurement | 8 R2 | Hands-on, rubric graded exam
techniques.
4 | Develop recipes. 4 Hands-on, rubric graded exam






Demonstrate various 1, CT )
5 cooking methods 7.8 1 5 Hands-on, rubric graded exam
5
Identify and prepare 6
flavors, milk-based 9 .
6 products, stocks, sauces, 10 3 Hands-on, rubric graded exam
meats, soups, and salads. | 11
12

Unit Outcomes/Competencies

Unit 1 — Professionalism in the Hospitality Industry

1.1 Understand the development of the modern food service industry.

1.2 Explain the organization of classic and modern kitchen brigades.

1.3 Understand the attributes a student chef needs to become a professional chef.

Unit 2 — Tools & Equipment

2.1 Recognize a variety of professional kitchen tools and equipment.
2.2 Select and care for knives.

2.3 Understand how a professional kitchen is organized.

Unit 3 — Knife Skills

3.1 Care for knives properly.

3.2 Demonstrate knife safety.

3.3 Cut foods into a variety of classic shapes.

Unit 4 — Menus & Recipes

4.1 Demonstrate how to read and follow a standard recipe.

4.2 Convert recipe yield amounts.

4.3 Utilize standard weights and measures to demonstrate proper scaling and measurement techniques.
4.4 Understand the need for cost controls.

Unit 5 — Flavors & Flavorings

5.1 Understand the principles of the physiology of the sense of taste and smell.

5.2 Recognize a variety of herbs, spices, oils, vinegars, wines, and other flavorings.
5.3 Understand how to use flavoring ingredients to create, enhance or alter dishes.

Unit 6 — Dairy Products
6.1 Identify, store, and use a variety of milk-based products.
6.2 Identify, store, and serve a variety of fine cheeses.

Unit 7 — Mise En Place

7.1 Organize and plan work efficiently.

7.2 Understand basic flavoring techniques.

7.3 Prepare items needed prior to actual cooking.
7.4 Set up and use the standard breading procedure.

Unit 8 — Principles of Cooking
8.1 Understand how heat is transferred to foods through conduction, convection, and radiation.

8.2 Understand how heat affects foods.
8.3 Understand the basic principles of various cooking methods.

Unit 9 — Stocks & Sauces

9.1 Prepare a variety of stocks.

9.2 Recognize and classify sauces.

9.3 Demonstrate how to use thickening agents properly.
9.4 Prepare a variety of classic and modern sauces.

Unit 10 — Soups
10.1 Prepare a variety of clear and thick soups.

10.2 Garnish and serve soups appropriately.






Unit 11 — Principles of Meat Cookery

11.1 Understand the structure and composition of meats.
11.2 Understand meat inspection and grading practices.
11.3 Understand how to store and prepare meats properly.
11.4 Apply various cooking methods to meats.

Unit 12 — Salads & Salad Dressings

12.1 Identify a variety of salad greens.
12.2 Prepare a variety of salad dressings.
12.3 Prepare a variety of salads.

12.4 Present salads attractively.

Assessment Description(s)

Students will be assessed by the following methods:
e [Exams
e Score sheet on required documents.
e Hands-on skills assessments.

Materials and Technological Requirements
¢ On Cooking, Sarah Labensky, Alan Hause, Priscilla Martel, ISBN: 978-0-13-157923-1, 2011

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enroliment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of "WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet ONCE @ WEEK ..........cccoveecieriiie et 2 absences
Courses that meet twice PEr WEEK ..........cccoeieiiriiiiciiieeeeciie et 3 absences
Courses that meet four times per week............coccceeveviiieciieie e 5 absences

Summer Session
Courses that meet four times per week in a five week session ............ccccccccevveennnn 3 absences
Courses which meet two evenings per week in a 10 week session............cc.c......... 3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If





students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student's homework, class work, or required project (in whole or in part)
and/or presenting another’'s work as the student’'s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

s Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
quotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

The student will receive a penalty of no less than a zero on the work in question.
e The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.
The dean will submit form to Vice President for Learning to determine disciplinary action.
The Vice President for Learning will determine whether further disciplinary action will be taken.
e All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libquides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.





Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision: October 2, 2017










This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CULA 1047

Course Title
Culinary Il

Course Description

Prerequisites: Placement out of remedial reading or successful completion of BSTD 0613. CULA 1002, CULA 1013,
CULA 1022, CULA 1038

This course introduces students to the fundamentals of preparing meats and vegetables. Students will also learn the
basics in baking and preparing breakfast. Dessert presentation, as well as other creative presentations are
emphasized.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
MCritical Thinking MResponsibility OCommunication
ACTS Course O Program Course M

Program Outcomes
1. Demonstrate knowledge of the food services industry, including safety practices, nutrition, customer service
skills, and food preparation.
Apply knowledge of menu selections and pricing, purchasing and receiving, and cost supply and demand.
Apply basic cooking techniques in a variety of culinary settings.
Demonstrate proficiency in sanitation of food preparation and service.
Apply budgeting practices and cost-saving tips to the purchasing and supplying of supplies.
Develop management skills in the food services industry.
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Course Learner Outcomes (CLO)

E 2] 8 - —
o= 8 £ 3 e8l_o ®| & 5
n & E 95 9| sgl 8E £ B =
# 5 = 0 oL = E’ o _g X c c 73]
28O 39 O @8 EE 2 3] 3
095 O < c5 O£ £ o o
O —— E o o (= E 2] 7]
= S| & <
o0 O
Demonstrate proper
1 | scaling and measurement 1 1,3 R2 | Hands-on, Rubric graded exam
g d
techniques.
Identify and prepare cT

2 | different types of meat, 1 Hands-on, Rubric graded exam
poultry, and seafood.

Identify and prepare cT
3 | vegetables, grains, and 2 5 Hands-on, Rubric graded exam
pasta.

Prepare hot and cold

) 2 4 Hands-on, Rubric graded exam
sandwiches.






Prepare breakfast type 3 4

. Hands-on, Rubric graded exam
items.

6 Prepare beverages, 3 4

including coffees and teas. Hands-on, Rubric graded exam

Prepare breads and

4 4 Hands-on, Rubric graded exam
desserts.

Identify equipment and
8 | ingredients needed in 1-4 1 Hands-on, Rubric graded exam
baking.

Unit Outcomes/Competencies
Unit 1 — Meats & Seafood
1.1 Identify the primal, subprimal, and fabricated cuts of beef, veal, lamb, and pork.
Perform basic butchering procedures.
Apply appropriate cooking methods to beef, veal, lamb, pork, chicken, and game.
Understand the structure and composition of poultry.
Identify various kinds and classes of poultry.
Understand poultry inspection and grading procedures.
Store meats properly.
Identify a variety of game.
Understand game inspection practices.
0  Understand the structure and composition of fish and shellfish.
1  Store and prepare fish and shelifish properly.
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Unit 2 — Vegetables, Grains, & Sandwiches

21 Identify a variety of vegetables, potatoes, grains, and pasta.

2.2 Understand how to preserve vegetables.

23 Apply various cooking methods to vegetables, potatoes, grains, and pasta.
24 Select high-quality sandwich ingredients.

25 Identify different types and styles of sandwiches.

26 Prepare sandwiches to order.

2.7 Prepare and serve a variety of cold and hot hors d'oeuvres.

Unit 3 — Quick Breads, Yeast Breads, & Breakfast

3.1 Understand the composition and apply various cooking methods to eggs.

3.2 Understand various beverages served at breakfast.

3.3 Use chemical leavening agents properly.

34 Prepare a variety of quick breads, using the biscuit method, muffin method, and creaming method.
3.5 Prepare a variety of griddlecakes, pancakes, and waffles.

3.6 Select and use yeast properly.

3.7 Perform the 10 steps involved in yeast bread production.

3.8 Mix yeast doughs using the straight dough method and the sponge method.

Unit 4 — Desserts

41 Prepare a variety of classic pastries, meringues, cookies, pie crusts and fillings.

4.2 Prepare a variety of cakes and frostings.

4.3 Assemble cakes using basic finishing and decorating techniques.

44 Prepare a variety of custards, creams, ice creams, sorbets, and frozen dessert items.
4.5 Prepare dessert sauces.

Assessment Description(s)

Students will be assessed by the following methods:
e Exams
e Score sheet on required documents.
e Hands-on skills assessments.






Materials and Technological Requirements
On Cooking, Sarah Labensky, Alan Hause, Priscilla Martel, ISBN: 978-0-13-157923-1, 2011

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enroliment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet once aWeeK..........ccooiiiviii i 2 absences
Courses that meet twice per week ............ccceooeriiii e 3 absences
Courses that meet four times perweek.............ocooviiiieee e 5 absences

Summer Session
Courses that meet four times per week in a five week session ................ccevveeee...... 3 @absences
Courses which meet two evenings per week in a 10 week session..........................3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:





¢ Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’s homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
quotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

e The student will receive a penalty of no less than a zero on the work in question.

o The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

e The dean will submit form to Vice President for Learning to determine disciplinary action.
The Vice President for Learning will determine whether further disciplinary action will be taken.
All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: hitp://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision: October 2, 2017





This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CULA 1053

Course Title
Menu Planning

Course Description

Prerequisites: Placement out of remedial reading or successful completion of BSTD 0613. CULA 1002, CULA 1013,
CULA1022, CULA1038

This course is designed to teach students how to plan a menu for every type of service and facility. Students gain an
understanding of menu layout including selecting appropriate foods and creating a pricing structure. This course
includes food service design concepts including the menu, the location, and the type of clientele expected. Students
will also learn purchasing procedures.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
MCritical Thinking COResponsibility OCommunication
ACTS Course [ Program Course M

Program Outcomes
1. Demonstrate knowledge of the food services industry, including safety practices, nutrition, customer service
skills, and food preparation.

2. Apply knowledge of menu selections and pricing, purchasing and receiving, and cost supply and demand.
3. Apply basic cooking techniques in a variety of culinary settings.
4. Demonstrate proficiency in sanitation of food preparation and service.
5. Apply budgeting practices and cost-saving tips to the purchasing and supplying of supplies.
6. Develop management skills in the food services industry.
ACTS Outcomes
Course Learner Qutcomes (CLO)
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Design restaurant menus, cT
1 | including purchasing and 1,2 2 5 Written Exam
food cost analysis.
Apply principles of cT
2 | nutrition when developing 2 1 5 Written Exam
the menu.
Develop standardized
recipes including recipes )
2 accommodating special ir2 2 itten, Exam
requests.
Plan menus for a buffet .
4 presentation. 1,3 2 Written Exam






Create a buffet using a cT
5 | variety of presentation 3 1 R4 | Hands-on, rubric graded exam

techniques.

Unit Outcomes/Competencies

Unit 1 — Menu & Recipes

1.1 Understand the different types and styles of menus.

1.2 Understand the purpose of standardized recipes.

1.3 Learn techniques for cost controls in a food service operation.
1.4 Catering menus to type of clientele.

1.5 Learn purchasing procedures.

Unit 2 — Healthy Menus

2.1 Describe diet-planning tools available to consumers and chefs.

2.2 Learn how to use alternative ingredients and substitutes in developing recipes and menus to provide guests with
healthy food and dishes for special dietary needs.

2.3 Understand the range of vegetarian diets and use of a variety of protein products as alternatives to meat, poultry,
fish or dairy.

Unit 3 — Buffet Planning
3.1 Understand the basic principles of buffet presentation.
3.2 Use a variety of techniques to create and maintain appealing buffets.

Assessment Description(s)

Students will be assessed by the following methods:
e Exams
e Score sheet on required documents.
e Hands-on skills assessments.

Materials and Technological Requirements
¢ On Cooking, Sarah Labensky, Alan Hause, Priscilla Martel, ISBN: 978-0-13-157923-1, 2011

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enrollment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of "WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet 0Nce @ WEEK...........c.c.eeeiiiiiie it 2 absences
Courses that meet twiCe Per Week .........cccvviiiiiiiciie e 3 absences
Courses that meet four times per WeekK..........cccccvvviiiiciiiccieres e 5 absences

Summer Session
Courses that meet four times per week in a five week session ................................3 absences

Courses which meet two evenings per week in a 10 week session.......c...ccccceeerenane. 3 absences

Students enrolied in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.






In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.
6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’s homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’'s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
quotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

e The student will receive a penalty of no less than a zero on the work in question.
e The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.
The dean will submit form to Vice President for Learning to determine disciplinary action.
The Vice President for Learning will determine whether further disciplinary action will be taken.
All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or

870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262





The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision: October 2, 2017





This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CULA 1061

Course Title
Dining Room Service

Course Description

Prerequisites: Placement out of remedial reading or successful completion of BSTD 0613. CULA 1002, CULA 1013,
CULA1022, CULA1038

Students will learn and demonstrate positive customer relations in a foodservice operation. This course explores
manager and staff roles, customer service techniques, and how to handle customer complaints. Students will also
learn the importance of teamwork in a restaurant setting. Upon completion of this course, students will receive the
National Restaurant Association ManageFirst Customer Service Certificate.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
MCritical Thinking MResponsibility OCommunication
ACTS Course 01 Program Course

Program Outcomes
1. Demonstrate knowledge of the food services industry, including safety practices, nutrition, customer service
skills, and food preparation.

2. Apply knowledge of menu selections and pricing, purchasing and receiving, and cost supply and demand.
3. Apply basic cooking techniques in a variety of culinary settings.
4. Demonstrate proficiency in sanitation of food preparation and service.
5. Apply budgeting practices and cost-saving tips to the purchasing and supplying of supplies.
6. Develop management skills in the food services industry.
ACTS Outcomes
Course Learner Outcomes (CLO)
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2 | effective customer service 3 1 5 Written Exam
program.
Demonstrate suggestive
selling techniques as they .
3 relate to the food services 4 Hands-on, rubric graded exam
industry.






Provide a full dining cT
4 | service experience for 4-8 4,6 5 Hands-on, rubric graded exam
customers.

Demonstrate effective
5 | techniques in handling 6-8 6 R4 | Hands-on, rubric graded exam

customer complaints.

Demonstrate the
importance of the inner

6 | dynamics of the front and
back of the house in a
foodservice operation.

6 Hands-on, rubric graded exam

Unit Outcomes/Competencies

Unit 1 — The Importance of Customer Service

1.1 Define high-quality customer service

1.2 Describe the three system components used to ensure the delivery of high-quality customer service.
1.3 Explain the role of managers and staff in the development of a customer service culture.

Unit 2 — Customer-Centric Service

2.1 Describe the “moment of truth” concept.

2.2 Explain the three steps managers take to develop employee customer service expectations.

2.3 ldentify the elements customers seek when making a restaurant or foodservice purchase.

2.4 List the areas of a restaurant or foodservice operation directly affected by the delivery of high-quality customer
service.

2.5 Describe the challenges faced by managers in providing high-quality service to all guests.

2.6 ldentify categories of guests with special needs that create unique service-related challenges for managers.

Unit 3 — Designing & Implementing an Effective Customer Service Program

3.1 Explain the importance of creating a formal customer service plan.

3.2 Describe the four main areas for which service standards must be established.

3.3 Summarize the steps managers take when implementing customer service standards.
3.4 Identify the staffing-related procedures managers use to achieve their service standards.
3.5 Explain the process managers use to monitor service standards.

Unit 4 — The Professional Server

4.1 List and describe the two factors that most affect a server’s ability to deliver high-quality service.

4.2 Explain the importance of server appearance to service quality.

4.3 List and describe the personal attributes all professional servers must possess.

4.4 Describe the relationship between servers’ product knowledge and effective suggestive selling programs.
4.5 Explain how an employee suggestive selling program is implemented.

4.6 Explain the importance of teamwork to the effective delivery of high-quality customer service.

Unit 5 — Greeting & Seating Customers

5.1 Explain how proper facility maintenance impacts arriving guests’ impressions of service quality.
5.2 List the steps managers use to address guests’ on-arrival hospitality experiences.

5.3 Identify the information included in a properly made guest reservation.

5.4 Discuss the importance of professional wait list management to guest satisfaction.

5.5 Describe the impact of effectively managing the table assignment and seating process.

Unit 6 — Dining-Room Service

6.1 List the key areas to be addressed in dining-room table mise en place.

6.2 State the key factors to address when taking guest orders in QSR and fast-casual, as well as in casual and fine-
dining operations.

6.3 Explain the importance of properly delivering guests’ ordered menu items.

6.4 Explain the importance of responsible alcoholic beverage service, and the major steps to take to ensure
responsible service of alcohol.

6.5 Identify the two factors most affecting the proper delivery of take-away food orders.

6.6 Describe the process required for resetting dining-room tables.






Unit 7 — Guest Payment & Service Recovery

7.1 Explain the importance of implementing a professional guest payment system.
7.2 Identify the most commonly accepted forms of guest payment.

7.3 List the steps to develop an effective guest feedback program.

7.4 Summarize the procedures used to address recurring guest complaints.

Unit 8 — Marketing the Positive Guest Service Experience

8.1 Summarize the advantages of using a systems management approach when operating a business.
8.2 Describe tools that can be used to communicate service commitment to off-premise customers.

8.3 List the steps required to develop and execute an effective on-premise suggestive selling program.
8.4 Explain the steps used to objectively measure service quality in a restaurant or foodservice operation.

Assessment Description(s)

Students will be assessed by the following methods:
e Exams ’
e Score sheet on required documents.
e Hands-on skills assessments.

Materials and Technological Requirements
¢ ManageFirst Customer Service , National Restaurant Association, ISBN: 9780132179324, 2013

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enrollment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet 0NCe @ WEEK...........c..ueeiviiiiiiecceee e 2 absences
Courses that meet twice per Week ..........cc.oceeciiiicie e, 3 absences
Courses that meet four times per week..........occcveevciii e 5 absences

Summer Session
Courses that meet four times per week in a five week session .............ccccevveeeeennen 3 absences
Courses which meet two evenings per week in a 10 week session..........................3 absences

Students enrolied in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If





students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

¢ Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’s homework, class work, or required project (in whole or in part)
and/or presenting another’'s work as the student’s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
quotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

¢ The student will receive a penalty of no less than a zero on the work in question.
The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.
e The dean will submit form to Vice President for Learning to determine disciplinary action.
The Vice President for Learning will determine whether further disciplinary action will be taken.
All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.





Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision: October 2, 2017










This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CULA 1073

Course Title
Hospitality Supervisory Management

Course Description

Prerequisites: Placement out of remedial reading or successful completion of BSTD 0613. CULA 1002, CULA 1013,
CULA1022, CULA1038

Students will learn basic supervisory management skills in the hospitality and food service industry. This course
develops skills students’ motivation, delegation, evaluation, and communication skills as it relates to human
resources. Techniques for employee mentoring and termination procedures are learned. Students will learn federal,
state, and local laws as it relates to the food service industry. Upon completion of this course, students will receive
the National Restaurant Association ManageFirst Hospitality Human Resources and Supervision Certificate.

College Mission
South Arkansas Community College promotes excelience in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
MCritical Thinking MResponsibility OCommunication
ACTS Course 0O Program Course

Program Outcomes
1. Demonstrate knowledge of the food services industry, including safety practices, nutrition, customer service
skills, and food preparation.
Apply knowledge of menu selections and pricing, purchasing and receiving, and cost supply and demand.
Apply basic cooking techniques in a variety of culinary settings.
Demonstrate proficiency in sanitation of food preparation and service.
Apply budgeting practices and cost-saving tips to the purchasing and supplying of supplies.
Develop management skills in the food services industry.
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ACTS Outcomes

Course Learner Outcomes (CLO)
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Compare and contrast
people management CT . .
1 | theories as they relate to 1 6 3 R1 | Comprehensive Final Exam
the hospitality industry.
Demonstrate ethical
2 decision making skills 1 6 Comprehensive Final Exam
Explain how effective
communication skills are . .
3 important to the success 1,5 6 Comprehensive Final Exam
of a manager.






Demonstrate employee
4 | recruiting and selection 2 6 Comprehensive Final Exam
techniques.

Identify various training

methods. 3 6 Comprehensive Final Exam

Describe strategies for
6 | motivating and facilitating
the work of employees.

6 Comprehensive Final Exam

Effectively evaluate
employee performance
and how to handle poor
performance issues.

47 6 Comprehensive Final Exam

Schedule employees and
8 | establish goals based on 6 6 Comprehensive Final Exam
business needs.

Describe federal, state,
9 | and local laws that affect | 8,9 6 R3 | Comprehensive Final Exam
the food service industry.

Explain how to keep the
10 | employees healthy and
safe in the workplace.

3,

10 6 Comprehensive Final Exam

Unit Outcomes/Competencies

Unit 1 — Restaurant & Foodservice Operations Labor

1.1 Describe strategies for facilitating the work of employees.

1.2 Explain how skills, abilities, leadership style, and corporate culture impact a manager's human resources
activities.

1.3 Identify the benefits of and procedures for promoting employee diversity.

1.4 Explain the importance of ethical decision making; the role of codes of ethics; and tasks involved in developing,
implementing, and enforcing codes of ethics.

Unit 2 — Recruiting & Selecting the Best Employees

2.1 Describe the four tasks in the position analysis process.

2.2 Explain the uses of job descriptions and how they should be developed.
2.3 Demonstrate basic employee recruitment procedures.

2.4 Demonstrate effective applicant screening tools.

Unit 3 — Employee Orientation & Training

3.1 Learn basic procedures used for employment and payroll documentation.
3.2 Explain procedures to be used in the hiring and orientation process.

3.3 Plan and evaluate orientation programs.

3.4 Explain procedures for planning and delivering training programs.

Unit 4 - Foundations of Effective Employee Performance

4.1 Describe concerns when an entry-level employee is promoted to a supervisory position.
4.2 Explain basic employee motivation strategies.

4.3 Describe procedures for building and maintaining effective teams.

4.4 Develop and manage employee recognition and incentive programs.

Unit 5 — Facilitating Employees” Work Performance

5.1 Explain basic communication skills and challenges for restaurant and foodservice managers.
5.2 Describe procedures for coaching employees.

5.3 Describe procedures for resolving employee conflicts.

5.4 Explain procedures for managing change.






5.5 Describe techniques for conducting performance appraisals.
5.6 Explain steps in a progressive discipline program.
5.7 Describe procedures for employee termination.

Unit 6 — Meeting Workshift Standards

6.1 Explain why operating standards are important and how managers can enforce them.
6.2 Identify, implement, and review sales and service goals for the front of the house.

6.3 Identify, Implement, and review production and quality goals for the back of the house.
6.4 Describe a nine-step process for scheduling employees.

6.5 Explain how checklists can be used to monitor quality.

6.6 Explain how communication logs help monitor quality.

Unit 7 — Professional Development Programs

7.1 Explain the importance of professional development.

7.2 Describe basic professional development strategies.

7.3 Identify procedures for professional development planning meetings.

7.4 Provide information about professional development programs for managers.
7.5 Explain three commonly used professional development methods.

7.6 Describe procedures for developing succession plans.

Unit 8 — Ensuring a Lawful Workplace

8.1 Explain the impact of laws that affect foodservice operations.

8.2 Explain the federal employment laws that affect establishments.

8.3 Describe the state and local laws that regulate foodservice operations.

8.4 Describe the legal aspects of serving safe food.

8.5 Explain the legal aspects of serving alcoholic beverages.

8.6 Identify the procedures that should be followed to protect the operation from legal actions.
8.7 Explain how foodservice operations should interact with unions.

Unit 9 — Employee Compensation & Benefits

9.1 Describe three federal laws that impact compensation policies and programs.

9.2 Explain the types of voluntary benefits.

9.3 Describe three retirement and health benefit laws that impact voluntary benefits.

9.4 Describe five employee benefit programs that are mandated by federal laws.

9.5 Explain the procedures that ensure the correct compensation will be paid to employees.
9.6 Explain the procedures that can be used to control labor costs.

Unit 10 — Managing a Safe & Healthy Workplace

10.1 Explain what managers can do to maintain zero-tolerance sexual harassment policy an explain responsibilities
regarding nonsexual types of harassment in the workplace.

10.2 Describe procedures for protecting the rights of employees who are pregnant or disabled.

10.3 Explain procedures for establishing and maintaining OSHA-mandated programs and participating in OSHA
investigations.

10.4 Identify compliance posters that operations are required to post.

10.5 Describe procedures for preventing workplace violence.

10.6 Describe procedures for developing emergency management programs.

10.7 Describe employee assistance and employee wellness programs.

Assessment Description(s)

Students will be assessed by the following methods:
e Exams
e Score sheet on required documents.

Materials and Technological Requirements
e ManageFirst Hospitality Human Resources Management & Supervision , National Restaurant Association,
ISBN: 9780132175258, 2013

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enroliment may be counted toward excessive





absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of "WE" if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses Which meet ONCE @ WEEK.............eemieeieiieeeeeee e 2 absences
Courses that meet twiCe Per Week ..........cccovviiiiiiiiiiiieeeeeeee e 3 absences
Courses that meet four times per Week............cccooviiviie i, 5 absences

Summer Session
Courses that meet four times per week in a five week session ...........ccceeeeeevicrnnnees 3 absences
Courses which meet two evenings per week in a 10 week session..........ccccvveeeeennnns 3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommaodation:

1) They may work at home on assignments if they choose to if on medical ieave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at ali times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’'s homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’'s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
quotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.





If, upon investigation, the instructor determines that the student is guiity of cheating or plagiarism, the following
penalties will apply:

The student will receive a penalty of no less than a zero on the work in question.
The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.
The dean will submit form to Vice President for Learning to determine disciplinary action.
The Vice President for Learning will determine whether further disciplinary action will be taken.
e All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or

870.864.7115

Procedures to Accommodate Students with Disabilities:
if you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision: October 2, 2017










This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CULA 1082

Course Title
Culinary Arts Externship

Course Description

Prerequisites: Placement out of remedial reading or successful completion of BSTD 0613. CULA 1002, CULA 1013,
CULA1022, CULA1038

Externships are granted the last semester (spring) of the Culinary Arts program. On the job training is conducted
under the supervision of a qualified chef/supervisor in the performance of all food service duties, minimum of 100
hours is required to fulfill course requirement.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Qutcomes
MCritical Thinking OResponsibility OCommunication
ACTS Course 0O Program Course

Program Outcomes
1. Demonstrate knowledge of the food services industry, including safety practices, nutrition, customer service
skills, and food preparation.

2. Apply knowledge of menu selections and pricing, purchasing and receiving, and cost supply and demand.
3. Apply basic cooking techniques in a variety of culinary settings.
4. Demonstrate proficiency in sanitation of food preparation and service.
5. Apply budgeting practices and cost-saving tips to the purchasing and supplying of supplies.
6. Develop management skills in the food services industry.
ACTS Outcomes
Course Learner Outcomes (CLO)
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Unit Outcomes/Competencies
1.1 Explain the necessity of working efficiently.
1.2 Compare and contrast actual work experience with classroom training.





1.3 Explain the importance of effective communication, reliability, and leadership in the food service industry.
1.4 Describe working as a team with the front and back of the house.

1.5 Demonstrate flexibility and adaptability in serving customers.

1.6 Describe the need to be accurate in the food service industry.

Assessment Description(s)

Students will be assessed by the following methods:
e Supervisor evaluation of student's on the job performance.
o Observation of program instructor.
¢ Hands-on skills assessments.

Materials and Technological Requirements
e None required.

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enrollment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses Which Meet ONCE @ WEEK..........cociieiueieieieei e e e 2 absences
Courses that meet tWice per WeeK ..........oooviiiiiiriiie e 3 absences
Courses that meet four times per Week..........c..ccoveiieeeiiiiiicie e 5 absences

Summer Session
Courses that meet four times per week in a five week session ..............c.cccocvvveeeeea. 3 absences
Courses which meet two evenings per week in a 10 week session............ccceceveeeeen. 3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommeodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes





4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade
contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolied at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student's homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’'s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
quotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guiity of cheating or plagiarism, the following
penalties will apply:

¢ The student will receive a penalty of no less than a zero on the work in question.

e The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

e The dean will submit form to Vice President for Learning to determine disciplinary action.

¢ The Vice President for Learning will determine whether further disciplinary action will be taken.

¢ All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu





Date of Revision: October 2, 2017






Curriculum Committee Proposal

Change or addition requested:
__X___ New course
Modification of existing course
Change of course number
Change in curriculum/required courses/prerequisites
Plan of Study
__X___Syllabus (If applicable)
Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

The original mission of the Performance and Media Arts Program was to provide knowledge and
practical skills in the areas of theatre, music, and film. However, due to a change in emphasis in the local
entertainment industry (El Dorado Festival and Events; Murphy Arts District), decrease in qualified
faculty, low enrollment in program courses, and overall low program viability, a redesign of the
Performance and Media Arts Program is necessary. Therefore, there is a need to create courses not
currently in the PMA to more responsive and contemporary to industry needs.

To reflect these changes and respond to these challenges, the proposal is to:

Create a course which would introduce students to the technical aspects of stage lighting, sound,
rigging, and the roles of grips and gaffers on a film set, television set, and/or stage production to be
called COMM 1033 Fundamentals of Stagecraft.

Reason for requested change/addition:

Primarily, to better facilitate students in the program to acquire certificates of proficiency, technical
certificates, and degrees. Also, to update curriculum in response to changes in the entertainment field

and the discipline.

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? X
2. Are Library Media Center resources adequate to meet

requirements for this change? X
3. Will this change require purchase of additional equipment? X
4. Will this change require additional space? X
5. Which divisions will be affected by this change? Liberal Arts
6. Have you consulted division heads affected? X

7. Have you consulted program heads affected? X






8. If the change is a course, what is the projected enrollment? 10-12

9. If the change is a course, how often would this course be offered? Fall, Spring, Summer_
10. Does this change affect a general education course? X
11. If so, list major and degree.

Digitally signed by James Yates
DN: cn=James Yates, 0=South Arkansas Community
College, ou=Dean of Liberal Arts,

Signature of Division Dean approve

Date: 2017.10.12 15:56:13 -05'00"

Signature of Curriculum Committee Chair approve

do not approve

do not approve






This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may
include additional requirements, must be followed by the student in the given term, and is
considered to supersede the Master Syllabus.

Course Number

COMM 1033

Course Title
Fundamentals of Stagecraft

Course Description

This course will introduce students to the technical aspects of stage lighting, sound, rigging, and
the roles of grips and gaffers on a film set, television set, and/or stage production. Open to all
students. One-to-two-act major productions will be staged; students will be required to work
onstage and off.

College Mission

South Arkansas Community College promotes excellence in learning, teaching, and service;
provides lifelong educational opportunities; and serves as a cultural, intellectual, and economic
resource for the community.

College Wide Student Learner Outcomes
XCritical Thinking XIResponsibility XCommunication

ACTS Courseld Program Course
ACTS Outcomes

If this is not an ACTS Course, leave this space blank. Number your ACTS outcomes.
Program Outcomes

1. Explain meaning of written work, presentations, arts, and media in different contexts.

2. Present and perform oral, signed, written, technological, or other forms of expression to
increase knowledge, foster understanding, or promote change in an audience.

3. Synthesize existing ideas, images, or expertise in original ways.

4. Demonstrate aesthetic valuing through analysis and judgment about works of art of a given
form.

5. Consider perspectives, experiences, and cultural differences to understanding historical
contributions and cultural dimensions of a given art.

6. Access and evaluate information about art from a variety of sources and contexts, including
technology.

7. Connect and apply knowledge of a given art form to other subject areas and to careers.

8. Apply and improve learned visual, auditory and performance analysis skills through continued
learning.

Course Learner Outcomes
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CLO | General understanding Safety and Health rules, property
1 of the principles of stage | 1,2, 1,2, | CT c1 and set construction, lighting,
construction, rigging, 3,4 3,41 sound, painting, Exam
and production
CLO | Application of aspects 1,2 co Property and set construction,
2 of set design, set 3.4, 1,3, |CT C31 lighting, and sound design.
construction, and 5,6, 4 5 ca
lighting. 7,8
CLO | Presentation of 4, One —act play performance
3 theatrical production 5, 2,7, | CT ca | Rs
concepts. 6, 8 3)
7,8
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4
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5
CLO
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Unit Outcomes/ Competencies/ Objectives

1) Recognize the tools necessary for stagecraft, lighting, sound, and painting

2) Know the basic communications model and how it relates to audio equipment,

microphones, mixers, electronics, amplifiers, speakers.

3) Demonstrate a decibel meter to illustrate acoustics and how acoustics affect various rooms
and their uses.

4) Be able to choose the right microphone for a given application

5) Recognize and identify the principles of lighting design.

6) Provide a safe environment for construction and rigging

7) Assist in building, lighting, rigging, designing and producing sound for actual production

8) Generate list of health and safety issues and where to get updates
9) Demonstrate a variety of lighting and sound techniques

10) Demonstrate the ability to build a flat, platform and stair unit

11) Create a stage piece from a scaled drawing and light it for production

Assessment Description(s)
Scene analysis, lighting design paper, critiques, performance, and exam will provide the primary
summative assessment

Materials and Technological Requirements

No textbook required. Use of construction tools and electrical, lighting, and sound equipment.






Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from
a class session, it is the student’s responsibility to make arrangements to complete or make up
any work missed. No make-up work for missed classes will be allowed without the approval of
the instructor. Students who enroll late must assume all responsibility for work missed. Classes
not attended as a result of late enrollment may be counted toward excessive absences. Students
not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE” if students have been absent for an excessive number of
days. Warning letters will be sent to the students advising them of the consequences of
nonattendance and urging them to contact their instructors immediately. Excessive absences are
defined as follows:

Regular Semester

Courses Which meet 0NCe @ WEEK ........cceviriiiiiiiiiieieeee s 2 absences
Courses that meet tWicCe Per WEEK.........ccovriiiiiiiiieeee e 3 absences
Courses that meet four times per Week ..........ccccevvvevveieieeie e, 5 absences

Summer Session
Courses that meet four times per week in a five week session...................... 3 absences
Courses which meet two evenings per week in a 10 week session ............... 3 absences

Students enrolled in special programs or individualized instruction should contact their program
director/instructor regarding specific attendance requirements for the program/course. Some of
the selective-admission, health-science programs have specific criteria regarding attendance.
Students are encouraged to refer to program policies in these matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of
summons to jury duty or military duty. Classes missed as a result of scheduled absences will not
be counted as excessive absences if the instructor is notified and provided documentation prior to
the absence(s). Make-up work for scheduled absences will be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt.
Documentation should come from an appropriate party on letterhead or other official stationery
with a signature and contact information. Documentation should list the corresponding dates of
the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating
medical professional documenting time needed off related to medical reasons and time student
may resume classes. The medical reason does not need to be listed on the documentation; the
documentation must include only that there is a medical reason, the amount of time the student
needs to be absent, and the time the student should be able to return to classes. Students who
elect to work at home while on excused leave must meet with their instructors to make
arrangements to do so. Working on coursework while on medical leave is not a requirement but
can be requested by students. If students request that they be allowed to work at home while on
an excused leave, the instructor will make every reasonable effort to ensure that the student is
able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a
medical professional






2) Receive appropriate accommodations related to coursework (i.e., excused from labs with
potentially harmful chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the

incomplete grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold
standards of integrity. Students are expected to perform honestly and to work in every way
possible to eliminate academic dishonesty. Academic dishonesty includes cheating and
plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an
academic exercise. Cheating includes copying another student’s homework, class work,
or required project (in whole or in part) and/or presenting another’s work as the student’s
own. Cheating also includes giving, receiving, offering, and/or soliciting information on a
quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual
programs, electronic media, and films or copying the theme or manuscript of another
student. It is plagiarism when one uses direct quotations without proper credit or when
one uses the ideas of another without giving proper credit. When three or more
consecutive words are borrowed, the borrowing should be recognized by the use of
quotation marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or
plagiarism, the following penalties will apply:

The student will receive a penalty of no less than a zero on the work in question.

The instructor will submit a Student Academic Misconduct Form, written report of the
incident, to the appropriate dean.

The dean will submit form to Vice President for Learning to determine disciplinary action.

The Vice President for Learning will determine whether further disciplinary action will be
taken.

All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed,
gender, religion, marital status, veteran’s status, national origin, disability, or sexual orientation
in making decisions regarding employment, student admission, or other functions, operations, or
activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact:
LibraryStaff@southark.edu or 870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommaodations because of a disability, please report this to the Vice
President of Student Services with proper documentation. . VPSS Contact: 870.875.7262




http://southark.libguides.com/homepage



The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College
employs an Early Alert System to identify and support at-risk students as soon as possible in a
given semester. The intent of Early Alert is to provide this assistance while there is still time to
address behaviors or issues that have the potential of preventing students from completing their
courses and degree plans. Students referred through the Early Alert System will be required to
work on a corrective action plan with their student advising coach and to include attendance
accountability and mandatory academic tutoring either in the academic division or in the Testing
and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student
has met the prescribed corrective actions, the coach will update the Early Alert System so that
the instructor is kept informed of the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in
student wellbeing and campus safety. By focusing on prevention and early intervention with
campus situations that involve any person experiencing distress or engaging in harmful or
disruptive behaviors, the BRT will serve as the coordinating hub of existing resources to develop
intervention and support strategies and offer case management. Students, faculty, staff, and
campus guests are encouraged to report any person on campus who is a concern. BRT Contact:
870.875.7262 BRT@southark.edu

Date of Revision: 9/22/2016
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Curriculum Committee Proposal

Change or addition requested:
New course
Modification of existing course
Change of course number
__X___ Change in curriculum/required courses/prerequisites
__X___ Plan of Study
Syllabus (If applicable)
__X___ Other type of degree; name of program

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

The original mission of the Performance and Media Arts Program was to provide knowledge and
practical skills in the areas of theatre, music, and film. However, due to a change in emphasis in the local
entertainment industry (El Dorado Festival and Events; Murphy Arts District), decrease in qualified
faculty, low enrollment in program courses, and overall low program viability, a redesign of the
Performance and Media Arts Program is necessary. Also, there is the need -- with the opening of MAD --
to provide training and credentials in the form of certificates of proficiency and technical certificates for
employable workers and technicians.

To reflect these changes and respond to these challenges, the proposal is to:

e Change the type of degree for the program from an Associate of Performance and Media Arts to
an Associate of Applied Science in Entertainment and Media Arts which would reflect this
change in emphasis from transferability to technical application and employment. The total
program credit hours of 60 will remain unchanged. This would also add flexibility in faculty
qualifications and selection.

e Change the title of the program from Performance and Media Arts to Entertainment and Media
Arts which shifts the emphasis away from performance to entertainment and its technological
aspects.

e Eliminate the Music and Theatre concentrations of the PMA program and replace them with
concentrations in Film Production and Entertainment Technology.

e To add certificates of proficiency and technical certificates in Film Production and Entertainment
Technology.

e To rename courses currently in the PMA to more contemporary and inclusive course titles.

Reason for requested change/addition:

To make this program more viable, increase enroliment, increase opportunities for completion, and
more current and in line with industry needs and allow for future expansion.

If request is for new or modified course, please attach syllabus to request.

YES NO
1. Will additional faculty be required to make this change? X
2. Are Library Media Center resources adequate to meet
requirements for this change? X

3. Will this change require purchase of additional equipment? X






4. Will this change require additional space? X -

5. Which divisions will be affected by this change? __Liberal Arts; Computer Information
Technology

6. Have you consulted division heads affected? S -

7. Have you consulted program heads affected? S -

8. If the change is a course, what is the projected enrollment? N/A

9. If the change is a course, how often would this course be offered? N/A

10. Does this change affect a general education course? _ X

11. If so, list major and degree.

Signature of Division Dean James Yates approve  do not approve

Signature of Curriculum Committee Chair approve  do not approve
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Curriculum Committee Proposal

Change or addition requested:
New course
Modification of existing course
Change of course number
__X__ Change in curriculum/required courses/prerequisites
__X___ Plan of Study
Syllabus (If applicable)
Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

The original mission of the Performance and Media Arts Program was to provide knowledge and
practical skills in the areas of theatre, music, and film. However, due to a change in emphasis in the local
entertainment industry (El Dorado Festival and Events; Murphy Arts District), decrease in qualified
faculty, low enrollment in program courses, and overall low program viability, a redesign of the
Performance and Media Arts Program is necessary. Also, there is the need -- with the opening of MAD --
to provide training and credentials in the form of certificates of proficiency and technical certificates for
employable workers and technicians.

To reflect these changes and respond to these challenges, the proposal is to:

Change the title of the program from Associate of Performance and Media Arts to Associate of Applied
Science in Entertainment and Media Arts which shifts the emphasis away from performance to
entertainment and its technological aspects with the following proposed plan of study:

COMM 1103 Intro to Media

COMM 2303 Film: Pre-Production
COMM 1403 Film Editing/Post Production
COMM 2403 Film Prod Design

COMM 1013 Scriptwriting

COMM 2203 Documentary Film-Making
COMM 1503 Lighting

COMM 1303 Audio Production

COMM 1603 Digital Photog

COMM 2503 Internship

COMM 1033 Stagecraft

COMM 2603 Sound Design

ENGL 1113 Composition |

ENGL 1123 Composition Il

CSCI 1003 Comp & Infor Proc
Mathematics 3 credits

Social Science 3 credits

CSClI 2183 Intro to Computer Graphics
CSCI 1903 Digital Publishing

CSCI 1923 Intro to Digital Photo Editing
60 Hours






Reason for requested change/addition:

To make this program more viable, increase enrollment, increase opportunities for completion, and

more current and in line with industry needs and allow for future expansion.

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? X -
2. Are Library Media Center resources adequate to meet

requirements for this change? X -
3. Will this change require purchase of additional equipment? X -
4, Will this change require additional space? X _
5. Which divisions will be affected by this change? _Liberal Arts; Computer Information Technology
6. Have you consulted division heads affected? X -
7. Have you consulted program heads affected? X _
8. If the change is a course, what is the projected enrollment? N/A
9. If the change is a course, how often would this course be offered? _ N/A
10. Does this change affect a general education course? _ X
11. If so, list major and degree.

James Yates i:

Signature of Division Dean P 0TI 102338 0500 ' approve

Signature of Curriculum Committee Chair approve

do not approve

do not approve






				2017-10-12T10:23:24-0500

		James Yates










Curriculum Committee Proposal

Change or addition requested:
New course
Modification of existing course
Change of course number
Change in curriculum/required courses/prerequisites
X Plan of Study
Syllabus (If applicable)
Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

Due to a change in emphasis in the local entertainment industry (El Dorado Festival and Events; Murphy
Arts District), decrease in qualified faculty, low enrollment in program courses, and overall low program
viability, a redesign of the Performance and Media Arts Program is necessary. Also, there is the need --
with the opening of MAD -- to provide training and credentials in the form of certificates of proficiency
and technical certificates for employable workers and technicians.

To reflect these changes and respond to these challenges, the proposal is to:
e Add a Certificate of Proficiency in Film Production with the following plan of study:

ENGL 1113 Composition |

COMM 1103 Introduction to Media
COMM 2303 Film Pre-Production
COMM 1503 Lighting

COMM 1303 Audio Production

15 hours

e Add a Technical Certificate in Film Production with the following plan of study:

ENGL 1113 Composition |

COMM 1103 Introduction to Media
COMM 2303 Film Pre-Production
COMM 1503 Lighting

COMM 1303 Audio Production

15 hours

COMM 1033 Stagecraft

COMM 2403 Film Production and Design
COMM 1403 Editing and Post-Production
SPCH 1113 Principles of Speech

COMM 2603 Sound Design

30 Hours

Reason for requested change/addition:

To make the current program more viable, increase enrollment, increase opportunities for completion,
and more current and in line with industry needs.

If request is for new or modified course, please attach syllabus to request.






YES NO

1. Will additional faculty be required to make this change? X _
2. Are Library Media Center resources adequate to meet
requirements for this change? X -
3. Will this change require purchase of additional equipment? _ X
4, Will this change require additional space? X -
5. Which divisions will be affected by this change? Liberal Arts
6. Have you consulted division heads affected? X -
7. Have you consulted program heads affected? X _
8. If the change is a course, what is the projected enrollment? N/A
9. If the change is a course, how often would this course be offered? N/A
10. Does this change affect a general education course? _ X
11. If so, list major and degree.

Digitally signed by James Yates

Signature of Division Dean James Yates :ooc:

ou=Dean of Liberal Arts, email=jyats
Date: 2017.10.12 10:12:17 -05'00"

@nsas Community College,
s@southark edu, c=US

approve do not approve

Signature of Curriculum Committee Chair approve  do not approve






				2017-10-12T10:12:17-0500

		James Yates










Curriculum Committee Proposal

Change or addition requested:
New course
Modification of existing course
Change of course number
Change in curriculum/required courses/prerequisites
X Plan of Study
Syllabus (If applicable)
Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

Due to a change in emphasis in the local entertainment industry (El Dorado Festival and Events; Murphy
Arts District), decrease in qualified faculty, low enrollment in program courses, and overall low program
viability, a redesign of the Performance and Media Arts Program is necessary. Also, there is the need --
with the opening of MAD -- to provide training and credentials in the form of certificates of proficiency
and technical certificates for employable workers and technicians.

To reflect these changes and respond to these challenges, the proposal is to:
e Add a Certificate of Proficiency in Entertainment Technology with the following plan of study:

COMM 1103 Intro to Media

COMM 1603 Digital Photography

CSCI 2183 Intro to Computer Graphics
CSCl 1903 Digital Publishing

CSCI 1923 Intro to Digital Photo Editing
15 Hours

o Add a Technical Certificate in Entertainment Technology with the following plan of study:

ENGL 1113 Composition |

COMM 1103 Intro to Media

COMM 1603 Digital Photography
CSCI 2183 Intro to Computer Graphics
CSCI 1903 Digital Publishing

CSCl 1923 Intro to Digital Photo Editing
COMM 1503 Lighting

COMM 1303 Audio Production
COMM 2603 Sound Design

SPCH 1113 Principles of Speech

30 Hours

Reason for requested change/addition:

To make the current program more viable, increase enrollment, increase opportunities for completion,
and more current and in line with industry needs.

If request is for new or modified course, please attach syllabus to request.






YES NO

1. Will additional faculty be required to make this change? X -
2. Are Library Media Center resources adequate to meet
requirements for this change? X _
3. Will this change require purchase of additional equipment? _ X
4, Will this change require additional space? X -
5. Which divisions will be affected by this change? Liberal Arts
6. Have you consulted division heads affected? X -
7. Have you consulted program heads affected? X _
8. If the change is a course, what is the projected enrollment? N/A
9. If the change is a course, how often would this course be offered? N/A
10. Does this change affect a general education course? _ X
11. If so, list major and degree.

James Yates

Signature of Division Dean approve  do not approve

Signature of Curriculum Committee Chair approve  do not approve






				2017-10-12T10:05:35-0500

		James Yates










Curriculum Committee Proposal

Change or addition requested:
New course
__X___ Modification of existing course
Change of course number
Change in curriculum/required courses/prerequisites
Plan of Study
Syllabus (If applicable)
Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)

The original mission of the Performance and Media Arts Program was to provide knowledge and
practical skills in the areas of theatre, music, and film. However, due to a change in emphasis in the local
entertainment industry (El Dorado Festival and Events; Murphy Arts District), decrease in qualified
faculty, low enrollment in program courses, and overall low program viability, a redesign of the
Performance and Media Arts Program is necessary. Therefore, there is a need to rename courses
currently in the PMA to more contemporary and inclusive course titles.

To reflect these changes and respond to these challenges, the proposal is to:

e Rename COMM 1103 Introduction to Film to COMM 1103 Introduction to Media

e Rename COMM 2603 Sound Design for Film to COMM 2603 Sound Design

Reason for requested change/addition:

To make the current courses more viable, increase enrollment, increase opportunities for completion,
and more current and in line with industry needs.

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? - X
2. Are Library Media Center resources adequate to meet

requirements for this change? X -
3. Will this change require purchase of additional equipment? - X
4. Will this change require additional space? - X
5. Which divisions will be affected by this change? Liberal Arts
6. Have you consulted division heads affected? X _
7. Have you consulted program heads affected? X

8. If the change is a course, what is the projected enrollment? 10-12






9. If the change is a course, how often would this course be offered? __ Fall, Spring
10. Does this change affect a general education course? X

11. If so, list major and degree.

James Yates

Signature of Division Dean approve  do not approve

Signature of Curriculum Committee Chair approve  do not approve






This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include
additional requirements, must be followed by the student in the given term, and is considered to
supersede the Master Syllabus.

Course Number
COMM 1103

Course Title
Introduction to Film

Course Description
This course includes concepts, principles, basic editing, and terminology. The course includes evaluation
and critique of the student’s film. The student will produce or assist in producing a film for the class.

College Mission

South Arkansas Community College promotes excellence in learning, teaching, and service; provides

lifelong educational opportunities; and serves as a cultural, intellectual, and economic resource for the
community. Evaluation and critique of student film. Each student will be require to produce or assist in
the production of a film.

College Wide Student Learner Outcomes

XICritical Thinking [OResponsibility XICommunication
ACTS Coursell Program Course

ACTS Outcomes

Program Outcomes
Program Outcomes

1. Explain meaning of written work, presentations, arts, and media in different contexts

2. Present and perform oral, signed, written, or other forms of expression to increase knowledge,
foster understanding, or promote change in an audience

3. Synthesize existing ideas, images, or expertise in original ways

4, Demonstrate aesthetic valuing through analysis and judgment about works of art of a given form
5. Consider perspectives, experiences, and cultural differences to understanding historical
contributions and cultural dimensions of a given art

6. Access and evaluate information about art from a variety of sources and contexts, including
technology

7. Connect and apply knowledge of a given art form to other subject areas and to careers

8. Apply and improve learned visual, auditory and performance analysis skills through continued
learning

Course Learner Outcomes

CLO#

Course
Learner
Outcomes
(CLO)

Unit Outcomes/
Competencies
ACTS
Outcomes
Program
Outcomes
Critical
Thinking
Communication
Responsibility
Assessment

Argue and evaluate the
fundamentals and 1,
CLO 1 | procedures for shooting -1V
the principle photography 3,4
for a movie.

N
Pu)
=

5 production rubric.

CT Students will be graded using a film






Predict the equipment 1
compliment needed in all 11- ' CT Students will be graded using a film
CLO 2 . 3.4, : .
aspects of a production v 68 5 production rubric.
movie set. '
. 1,2,
Choose the appropriate 34
terminology to 11- | CT Students will be graded using a film
CLO 3 . : 5, ) i
communicate expectations | IV 6 5 production rubric.
to film the production. !
7,8
3,
CLO 4 | Create a storyboard 11- 4, CT c3 Studen'gs will bg graded using a film
v 6, 5 production rubric.
7,8

Unit Outcomes/ Competencies
The student will participate in all assignments and attend class promptly.

Unit Outcomes:
I.  Argue and evaluate the fundamentals and procedures for shooting the principle photography for a
movie.
a. Organize a film crew.
b. Develop a shooting schedule.
c. Teach others how to operate equipment.

II. Predict the equipment compliment needed in all aspects of a production movie set.
Make a list of equipment required to shoot specific scenes.

lll. Choose the appropriate terminology to communicate expectations to film the production.
Work different jobs in the production of a movie.

IV. Create a storyboard.
Create a digital or handwritten storyboard and explain it to the class.

Assessment Description(s)
Each student attend class and complete all assignments.

Materials and Technological Requirements
Textbook: Cinematic Storytelling: The 100 Most Powerful Film Conventions Every Filmmaker Must
Know. Van Sijll ISBN 1-932907-05-X.

Evaluation

Students will be graded equally on group assignments, individual assignments, tests, and projects. The
final project accounts for 50 % of the semester grade. The course grading scale is as follows:
A=90-100

B=80-89

C=70-79

D=60-69

F=69 or below

Instructional Methodology

Course material will be provided through Blackboard and the textbook. Students are expected to read and
review all course materials. Additional instruction will be provided through feedback on assignments.
Students will take short quizzes over skills and textbook. The student will be required to participate in a
final film project. .






Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class
session, it is the student’s responsibility to make arrangements to complete or make up any work missed.
No make-up work for missed classes will be allowed without the approval of the instructor. Students who
enroll late must assume all responsibility for work missed. Classes not attended as a result of late
enrollment may be counted toward excessive absences. Students not attending the entire class period
may be counted absent for that period. An instructor may drop students with a grade of “WE” if students
have been absent for an excessive number of days. Warning letters will be sent to the students advising
them of the consequences of nonattendance and urging them to contact their instructors immediately.
Excessive absences are defined as follows:

Regular Semester

Courses WhiCh Meet ONCE @ WEEK ........ceiiiiiii i 2 absences
Courses that meet tWiCe PEIr WEEK .........coiiiiiiieiiiii et 3 absences
Courses that meet four times Per WEEK.........cccvvieiiiee i 5 absences

Summer Session
Courses that meet four times per week in a five week Session ..........cccvvevevvvvvevennnns 3 absences
Courses which meet two evenings per week in a 10 week Session..............eeevveeenns 3 absences

Students enrolled in special programs or individualized instruction should contact their program
director/instructor regarding specific attendance requirements for the program/course. Some of the
selective-admission, health-science programs have specific criteria regarding attendance. Students are
encouraged to refer to program policies in these matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to
jury duty or military duty. Classes missed as a result of scheduled absences will not be counted as
excessive absences if the instructor is notified and provided documentation prior to the absence(s).
Make-up work for scheduled absences will be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt.
Documentation should come from an appropriate party on letterhead or other official stationery with a
signature and contact information. Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical
professional documenting time needed off related to medical reasons and time student may resume
classes. The medical reason does not need to be listed on the documentation; the documentation must
include only that there is a medical reason, the amount of time the student needs to be absent, and the
time the student should be able to return to classes. Students who elect to work at home while on
excused leave must meet with their instructors to make arrangements to do so. Working on coursework
while on medical leave is not a requirement but can be requested by students. If students request that
they be allowed to work at home while on an excused leave, the instructor will make every reasonable
effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical
professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially
harmful chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete

grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy
Students enrolled at South Arkansas Community College are expected at all times to uphold standards of
integrity. Students are expected to perform honestly and to work in every way possible to eliminate






academic dishonesty. Academic dishonesty includes cheating and plagiarism, which are defined as
follows:

*  Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic
exercise. Cheating includes copying another student's homework, class work, or required project (in
whole or in part) and/or presenting another’s work as the student’s own. Cheating also includes giving,
receiving, offering, and/or soliciting information on a quiz, test, or examination.

*  Plagiarism is the copying of any published work such as books, magazines, audiovisual programs,
electronic media, and films or copying the theme or manuscript of another student. It is plagiarism when
one uses direct quotations without proper credit or when one uses the ideas of another without giving
proper credit. When three or more consecutive words are borrowed, the borrowing should be recognized
by the use of quotation marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the
following penalties will apply:

*  The student will receive a penalty of no less than a zero on the work in question.

*  The instructor will submit a written report of the incident to the Vice President for Learning

*  The Vice President for Learning will determine whether further disciplinary action will be taken.
»  All decisions may be appealed for review through the college’s Academic Appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender,
religion, marital status, veteran’s status, national origin, disability, or sexual orientation in making
decisions regarding employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu
or 870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President
of Student Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an
Early Alert System to identify and support at-risk students as soon as possible in a given semester. The
intent of Early Alert is to provide this assistance while there is still time to address behaviors or issues that
have the potential of preventing students from completing their courses and degree plans. Students
referred through the Early Alert System will be required to work on a corrective action plan with their
student advising coach and to include attendance accountability and mandatory academic tutoring either
in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met
the prescribed corrective actions, the coach will update the Early Alert System so that the instructor is
kept informed of the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student
wellbeing and campus safety. By focusing on prevention and early intervention with campus situations
that involve any person experiencing distress or engaging in harmful or disruptive behaviors, the BRT will
serve as the coordinating hub of existing resources to develop intervention and support strategies and
offer case management. Students, faculty, staff, and campus guests are encouraged to report any person
on campus who is a concern. BRT Contact: 870.875.7262 BRT@southark.edu

Date of Revision: 4/20/2016
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This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include
additional requirements, must be followed by the student in the given term, and is considered to
supersede the Master Syllabus.

Course Number
COMM 2603

Course Title
Sound Design for Film

Course Description

No prerequisite. Students will study theory and apply practical experience in sound for film and video.
This course will explore the technical and aesthetic aspects of sound as it relates to the moving image.
Midi, SMPTE, sync, Foley, sound effects recording, ADR, looping, and music for video will all be covered.

College Mission

South Arkansas Community College promotes excellence in learning, teaching, and service; provides
lifelong educational opportunities; and serves as a cultural, intellectual, and economic resource for the
community.

College Wide Student Learner Outcomes
XICritical Thinking XIResponsibility XICommunication
ACTS Coursell Program Course

ACTS Outcomes

Program Outcomes

1. Explain meaning of written work, presentations, arts, and media in different contexts

2. Present and perform oral, signed, written, or other forms of expression to increase knowledge,
foster understanding, or promote change in an audience

3. Synthesize existing ideas, images, or expertise in original ways

4, Demonstrate aesthetic valuing through analysis and judgment about works of art of a given form
5. Consider perspectives, experiences, and cultural differences to understanding historical
contributions and cultural dimensions of a given art

6. Access and evaluate information about art from a variety of sources and contexts, including
technology

7. Connect and apply knowledge of a given art form to other subject areas and to careers

8. Apply and improve learned visual, auditory and performance analysis skills through continued
learning

Course Learner Outcomes
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Set up a basic sound system with
the help of a teammate (Critical 1,2, 1, cT | c3
CLO1 Thinking) Assessment: The student | 3,4, 6,7, 3 4 " | R2 Exam and Presentation
will be able to set up a basic system | 5 8
completely within 30 minutes.
Set up a sound system using a
chosen scene. (Critical Thinking) 12 1
CLO 2 Assessment:_ The stqdent will be 3.4, 6,7, CT | C3 R2 Exam and Presentation
given an assignment in advance 5 8 3 4
and will be able to set up the sound
for the film within 30 minutes.






Unit Outcomes/ Competencies/ Objectives
Upon completion of this course, the student will be able to set up a sound system to film scene given to
him/her.

1. Know the basic communications model and how it relates to audio equipment -
microphones, mixers, electronics, amplifiers, speakers.
2. Have an introduction to analog and digital recording.
3. Have a basic understanding of audio equipment for radio and
television remotes.
4. Have a basic understanding of acoustics and how acoustics affect various rooms and their uses.

5. Be able to choose the right microphone for a given application.

Assessment Description(s)
The student will be assessed on their ability to set up a scene for the film using any/all equipment made
available to him/her

Materials and Technological Requirements
Alten, Stanley R. Audio in Media. 10th edition. New York: Wadsworth, 2013. Print. ISBN-13: 978-
1133307235. All sound equipment will be made available to the student from the college sound arsenal

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class
session, it is the student’s responsibility to make arrangements to complete or make up any work missed.
No make-up work for missed classes will be allowed without the approval of the instructor. Students who
enroll late must assume all responsibility for work missed. Classes not attended as a result of late
enrollment may be counted toward excessive absences. Students not attending the entire class period
may be counted absent for that period. An instructor may drop students with a grade of “WE” if students
have been absent for an excessive humber of days. Warning letters will be sent to the students advising
them of the consequences of nonattendance and urging them to contact their instructors immediately.
Excessive absences are defined as follows:

Regular Semester

Courses Which meet ONCE 8 WEEK .........coiiiiiiiiiiiiiie e 2 absences
Courses that Meet tWIiCE PEF WEEK ........evvieiiiieiiiieeeiieeieeeeeeeeeeeeeeeeeeeeeseesssseesseeesenennnene 3 absences
Courses that meet four times PEr WEEK............vvviveiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeaeaaaenes 5 absences

Summer Session
Courses that meet four times per week in a five week Session ..........ccccceevveeernnnen. 3 absences
Courses which meet two evenings per week in a 10 week Session...........ccccceeeeneeee. 3 absences

Students enrolled in special programs or individualized instruction should contact their program
director/instructor regarding specific attendance requirements for the program/course. Some of the
selective-admission, health-science programs have specific criteria regarding attendance. Students are
encouraged to refer to program policies in these matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to
jury duty or military duty. Classes missed as a result of scheduled absences will not be counted as
excessive absences if the instructor is notified and provided documentation prior to the absence(s).
Make-up work for scheduled absences will be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt.
Documentation should come from an appropriate party on letterhead or other official stationery with a
signature and contact information. Documentation should list the corresponding dates of the leave.






Medical leave

For medical-related absences, documentation must include written notice from the treating medical
professional documenting time needed off related to medical reasons and time student may resume
classes. The medical reason does not need to be listed on the documentation; the documentation must
include only that there is a medical reason, the amount of time the student needs to be absent, and the
time the student should be able to return to classes. Students who elect to work at home while on
excused leave must meet with their instructors to make arrangements to do so. Working on coursework
while on medical leave is not a requirement but can be requested by students. If students request that
they be allowed to work at home while on an excused leave, the instructor will make every reasonable
effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical
professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially
harmful chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete

grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of
integrity. Students are expected to perform honestly and to work in every way possible to eliminate
academic dishonesty. Academic dishonesty includes cheating and plagiarism, which are defined as
follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic
exercise. Cheating includes copying another student's homework, class work, or required project
(in whole or in part) and/or presenting another’s work as the student’s own. Cheating also
includes giving, receiving, offering, and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual
programs, electronic media, and films or copying the theme or manuscript of another student. It is
plagiarism when one uses direct quotations without proper credit or when one uses the ideas of
another without giving proper credit. When three or more consecutive words are borrowed, the
borrowing should be recognized by the use of quotation marks and proper parenthetical and
bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the
following penalties will apply:

The student will receive a penalty of no less than a zero on the work in question.

The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

The dean will submit form to Vice President for Learning to determine disciplinary action.

The Vice President for Learning will determine whether further disciplinary action will be taken.

All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender,
religion, marital status, veteran’s status, national origin, disability, or sexual orientation in making
decisions regarding employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu
or 870.864.7115

Procedures to Accommodate Students with Disabilities:




http://southark.libguides.com/homepage



If you need reasonable accommodations because of a disability, please report this to the Vice President of
Student Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an
Early Alert System to identify and support at-risk students as soon as possible in a given semester. The
intent of Early Alert is to provide this assistance while there is still time to address behaviors or issues that
have the potential of preventing students from completing their courses and degree plans. Students
referred through the Early Alert System will be required to work on a corrective action plan with their
student advising coach and to include attendance accountability and mandatory academic tutoring either
in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met
the prescribed corrective actions, the coach will update the Early Alert System so that the instructor is
kept informed of the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student
wellbeing and campus safety. By focusing on prevention and early intervention with campus situations
that involve any person experiencing distress or engaging in harmful or disruptive behaviors, the BRT will
serve as the coordinating hub of existing resources to develop intervention and support strategies and
offer case management. Students, faculty, staff, and campus guests are encouraged to report any person
on campus who is a concern. BRT Contact: 870.875.7262 BRT @southark.edu

Date of Revision: 8/26/2016
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Curriculum Committee Proposal

Change or addition requested:
New course
__X___ Modification of existing course
Change of course number
Change in curriculum/required courses/prerequisites
Plan of Study
Syllabus (If applicable)
Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to Curriculum
Committee Chair electronically)

To make the current courses more viable, increase enrollment, increase opportunities for completion, and more
current and in line with industry needs.

To reflect these changes and respond to these challenges, the proposal is to:
¢ Combine CSCI 1903 and CSCI 2113 DESKTOP PUBLISHING | & Il and rename the course CSCI 1903 Digital Publishing

¢ Change the name of CSCI 1923 INTRODUCTION TO ADOBE PHOTOSHOP to CSCI 1923 Introduction to Digital Photo
Editing

Reason for requested change/addition:
Primarily, to better facilitate students in the program (s) to acquire certificates of proficiency, technical certificates,
and degrees. Also, to update curriculum in response to changes in the field and the discipline as well as avoid

redundancy and low-enrolled sections.

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? - X
2. Are Library Media Center resources adequate to meet

requirements for this change? X -
3. Will this change require purchase of additional equipment? - X
4. Will this change require additional space? - X
5. Which divisions will be affected by this change?  Business/CIT
6. Have you consulted division heads affected? I _
7. Have you consulted program heads affected? X -
8. If the change is a course, what is the projected enrollment? 10-12

9. If the change is a course, how often would this course be offered? ___ Fall, Spring





10. Does this change affect a general education course?

11. If so, list major and degree.

Signature of Division Dean James Yates approve

Signature of Curriculum Committee Chair approve

do not approve

do not approve





This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
CSCI 1903

Course Title
Desktop Publishing |

Course Description

Desktop Publishing provides an in-depth look at desktop publishing. The features and commands of InDesign will be
discussed and explored on the context of preparing business documents. Principles of design are discussed and
integrated into the hands-on exercises and tutorials.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
X Critical Thinking OResponsibility XICommunication

ACTS Course O Program Course Administrative Technology

ACTS Outcomes

Program Outcomes
1. Demonstrate knowledge of the fundamentals of computers and computer terminology commonly used with
computer hardware and software to accept input, process data, and store data.

2. Use at a basic level word processing, spreadsheet, and database applications. May include presentation software
and other applications.

Course Learner Outcomes
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CLO1 | Creating Business and 1 2 CT Portfolio
Personal Documents 1
CLO2 | Preparing Promotional 2 2 CT |C1 Portfolio
Documents and 1
Newsletters
CLO3 | Working with Color and 3 1 Exam
Advanced Publication
Techniques

Unit Outcomes/ Competencies/ Objectives





Unit 1

Publication planning, designing, printers' measurement systems
Typography, layout, colors, graphics
Business cards and letterhead

Unit 2

Design brochures, newsletter, greeting cards
Design and Creating publications

Design web newsletter

Unit 3

Working with Color

Advanced Printing Techniques

Assessment Description(s)

Creating Business and Personal Documents Unit 1 Portfolio
Preparing Promotional Documents and Newsletters Unit 2 Portfolio
Working with Color and Advanced Publication Techniques Unit3 Exam

Materials and Technological Requirements
O Textbook: Adobe IDESIGN CS6 lllustrated ISBN 9781133187585
O Technology Requirements:
o Internet Access
Blackboard Learning Management System
South Arkansas Community College email account
You will need a reliable storage device & one folder. Method to backup all your work.
Adobe InDesign and Microsoft Office 2013 to complete your assignments

O O O O

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class
session, it is the student’s responsibility to make arrangements to complete or make up any work missed.
No make-up work for missed classes will be allowed without the approval of the instructor. Students who
enroll late must assume all responsibility for work missed. Classes not attended as a result of late
enrollment may be counted toward excessive absences. Students not attending the entire class period
may be counted absent for that period. An instructor may drop students with a grade of “WE” if students
have been absent for an excessive number of days. Warning letters will be sent to the students advising
them of the consequences of nonattendance and urging them to contact their instructors immediately.
Excessive absences are defined as follows:

Regular Semester

Courses WhiCh Meet ONCE @ WEEK ........eiiiiii i 2 absences
Courses that Meet tWIiCE PEF WEEK ........eevveviiiiiiiiiieieieeeeeeeeeeeeeeeeeeeeeseaesssssseseeeesenerenene 3 absences
Courses that meet four times PEr WEEK............vvvivieiiiiiiiiiiieieeeeeeieeveeeeeeeveeeeeeeeeeeaeaenane 5 absences

Summer Session
Courses that meet four times per week in a five week Session ..........cccvevvvvvveveennnns 3 absences
Courses which meet two evenings per week in a 10 week session............coccuvveeeee. 3 absences

Students enrolled in special programs or individualized instruction should contact their program
director/instructor regarding specific attendance requirements for the program/course. Some of the
selective-admission, health-science programs have specific criteria regarding attendance. Students are
encouraged to refer to program policies in these matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to
jury duty or military duty. Classes missed as a result of scheduled absences will not be counted as
excessive absences if the instructor is notified and provided documentation prior to the absence(s).
Make-up work for scheduled absences will be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt.
Documentation should come from an appropriate party on letterhead or other official stationery with a
signature and contact information. Documentation should list the corresponding dates of the leave.

Medical leave






For medical-related absences, documentation must include written notice from the treating medical
professional documenting time needed off related to medical reasons and time student may resume
classes. The medical reason does not need to be listed on the documentation; the documentation must
include only that there is a medical reason, the amount of time the student needs to be absent, and the
time the student should be able to return to classes. Students who elect to work at home while on
excused leave must meet with their instructors to make arrangements to do so. Working on coursework
while on medical leave is not a requirement but can be requested by students. If students request that
they be allowed to work at home while on an excused leave, the instructor will make every reasonable
effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical
professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially
harmful chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete

grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of
integrity. Students are expected to perform honestly and to work in every way possible to eliminate
academic dishonesty. Academic dishonesty includes cheating and plagiarism, which are defined as
follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic
exercise. Cheating includes copying another student's homework, class work, or required project
(in whole or in part) and/or presenting another’s work as the student’s own. Cheating also
includes giving, receiving, offering, and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual
programs, electronic media, and films or copying the theme or manuscript of another student. It is
plagiarism when one uses direct quotations without proper credit or when one uses the ideas of
another without giving proper credit. When three or more consecutive words are borrowed, the
borrowing should be recognized by the use of quotation marks and proper parenthetical and
bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the
following penalties will apply:

The student will receive a penalty of no less than a zero on the work in question.

The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

The dean will submit form to Vice President for Learning to determine disciplinary action.

The Vice President for Learning will determine whether further disciplinary action will be taken.

All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender,
religion, marital status, veteran’s status, national origin, disability, or sexual orientation in making
decisions regarding employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu
or 870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of
Student Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System




http://southark.libguides.com/homepage



In an effort to ensure student retention and success, South Arkansas Community College employs an
Early Alert System to identify and support at-risk students as soon as possible in a given semester. The
intent of Early Alert is to provide this assistance while there is still time to address behaviors or issues that
have the potential of preventing students from completing their courses and degree plans. Students
referred through the Early Alert System will be required to work on a corrective action plan with their
student advising coach and to include attendance accountability and mandatory academic tutoring either
in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met
the prescribed corrective actions, the coach will update the Early Alert System so that the instructor is
kept informed of the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student
wellbeing and campus safety. By focusing on prevention and early intervention with campus situations
that involve any person experiencing distress or engaging in harmful or disruptive behaviors, the BRT will
serve as the coordinating hub of existing resources to develop intervention and support strategies and
offer case management. Students, faculty, staff, and campus guests are encouraged to report any person
on campus who is a concern. BRT Contact: 870.875.7262 BRT @southark.edu

Date of Revision: 9/23/2016






This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include
additional requirements, must be followed by the student in the given term, and is considered to
supersede the Master Syllabus.

Course Number
CSCl 2113

Course Title
Desktop Publishing Il

Course Description

Introduces the student to the advanced features of desktop publishing software, culminating in the layout,
and design of complex multi-page documents. This is a hands-on course, which is designed to help the
student use advanced enhancing techniques to produce long and/or short complex documents.

College Mission

South Arkansas Community College promotes excellence in learning, teaching, and service; provides
lifelong educational opportunities; and serves as a cultural, intellectual, and economic resource for the
community.

College Wide Student Learner Outcomes
OCritical Thinking [OResponsibility XICommunication

ACTS Courseld Program Course
ACTS Outcomes

Program Outcomes

0 Demonstrate the ability to use technology effectively to enhance their communication.
0 Examine ethical issues in information

Course Learner Outcomes

CLO#

Course
Learner
Outcomes
(CLO)

Unit Outcomes/
Competencies
ACTS
Outcomes
Program
Outcomes
Critical
Thinking
Communication
Responsibility
Assessment

CLO 1 | Demonstrate skills in using Portfolio
auxiliary software program files
such as wordprocessing, 1,2 1,2
illustration, electronic clip art,
and scanned images

CLO 2 | Use InDesign to produce Portfolio
increasingly advanced
publications that include 1 1 C1
imported text and graphics, and
web newsletters

CLO 3 | Demonstrate principles of Portfolio
publication planning, designing,

. . 1 1
printers' measurement systems,
typography, and layout
CLO 4 | Demonstrate advanced features Portfolio
such as color, inline graphics,
linking graphic files, book 1,2 1,2

publishing, and HTML and PDF
Web pages
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Unit Outcomes/ Competencies/ Objectives

Unit 1 Review of Desktop Publishing terms and techniques

Unit 2 Creating and printing a book, web newsletter, other business documents
Unit 3 Working with Color and Advanced Publication Techniques

Assessment Description(s)
Exams and portfolio

Materials and Technological Requirements

Textbook- Adobe In Design Revealed lllustrated Series, by Ann Fisher. Notebook or folder for portfolio, &
CD-RW, diskettes to be used as a portable storage device needed for storing and backing-up project files.
Responsibility for secure back-up of digital files rests solely with the student.

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class
session, it is the student’s responsibility to make arrangements to complete or make up any work missed.
No make-up work for missed classes will be allowed without the approval of the instructor. Students who
enroll late must assume all responsibility for work missed. Classes not attended as a result of late
enrollment may be counted toward excessive absences. Students not attending the entire class period
may be counted absent for that period. An instructor may drop students with a grade of “WE” if students
have been absent for an excessive humber of days. Warning letters will be sent to the students advising
them of the consequences of nonattendance and urging them to contact their instructors immediately.
Excessive absences are defined as follows:

Regular Semester

Courses Which meet ONCE @ WEEK.........coiii i 2 absences
Courses that Meet tWICE PEF WEEK ........evvieiiiiiiieieeeeieeeeeeeeeeeeeeeeseeesaeeseeseeseeeeeeesenenenene 3 absences
Courses that meet four times PEr WEEK............vvviviiieiiiiieiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeaeeenene 5 absences

Summer Session
Courses that meet four times per week in a five week Session ..........cccccoeviiiennnen. 3 absences
Courses which meet two evenings per week in a 10 week Session..........cccccceeeeeee. 3 absences

Students enrolled in special programs or individualized instruction should contact their program
director/instructor regarding specific attendance requirements for the program/course. Some of the
selective-admission, health-science programs have specific criteria regarding attendance. Students are
encouraged to refer to program policies in these matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to
jury duty or military duty. Classes missed as a result of scheduled absences will not be counted as
excessive absences if the instructor is notified and provided documentation prior to the absence(s).
Make-up work for scheduled absences will be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt.
Documentation should come from an appropriate party on letterhead or other official stationery with a
signature and contact information. Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical
professional documenting time needed off related to medical reasons and time student may resume
classes. The medical reason does not need to be listed on the documentation; the documentation must
include only that there is a medical reason, the amount of time the student needs to be absent, and the
time the student should be able to return to classes. Students who elect to work at home while on
excused leave must meet with their instructors to make arrangements to do so. Working on coursework
while on medical leave is not a requirement but can be requested by students. If students request that
they be allowed to work at home while on an excused leave, the instructor will make every reasonable
effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:






1) They may work at home on assignments if they choose to if on medical leave approved by a medical
professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially
harmful chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete

grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of
integrity. Students are expected to perform honestly and to work in every way possible to eliminate
academic dishonesty. Academic dishonesty includes cheating and plagiarism, which are defined as
follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic
exercise. Cheating includes copying another student’'s homework, class work, or required project
(in whole or in part) and/or presenting another’s work as the student’s own. Cheating also
includes giving, receiving, offering, and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual
programs, electronic media, and films or copying the theme or manuscript of another student. It is
plagiarism when one uses direct quotations without proper credit or when one uses the ideas of
another without giving proper credit. When three or more consecutive words are borrowed, the
borrowing should be recognized by the use of quotation marks and proper parenthetical and
bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the
following penalties will apply:

The student will receive a penalty of no less than a zero on the work in question.

The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

The dean will submit form to Vice President for Learning to determine disciplinary action.

The Vice President for Learning will determine whether further disciplinary action will be taken.

All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender,
religion, marital status, veteran’s status, national origin, disability, or sexual orientation in making
decisions regarding employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu
or 870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of
Student Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an
Early Alert System to identify and support at-risk students as soon as possible in a given semester. The
intent of Early Alert is to provide this assistance while there is still time to address behaviors or issues that
have the potential of preventing students from completing their courses and degree plans. Students
referred through the Early Alert System will be required to work on a corrective action plan with their
student advising coach and to include attendance accountability and mandatory academic tutoring either
in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met
the prescribed corrective actions, the coach will update the Early Alert System so that the instructor is
kept informed of the progress in resolving issues.




http://southark.libguides.com/homepage



Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student
wellbeing and campus safety. By focusing on prevention and early intervention with campus situations
that involve any person experiencing distress or engaging in harmful or disruptive behaviors, the BRT will
serve as the coordinating hub of existing resources to develop intervention and support strategies and
offer case management. Students, faculty, staff, and campus guests are encouraged to report any person
on campus who is a concern. BRT Contact: 870.875.7262 BRT@southark.edu

Date of Revision: 9/8/2016






This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include
additional requirements, must be followed by the student in the given term, and is considered to
supersede the Master Syllabus.

Course Number
CSCl1 1923

Course Title
Introduction to Adobe Photoshop

Course Description

Prerequisite: Pass BSTD 0613 with a grade of “C” or higher or make an appropriate score on the
placement test. Students will be introduced to the fundamental and intermediate aspects of Adobe
Photoshop. From a post-production perspective, students will learn how to take an existing photographic
image and produce a final quality image through manipulation and editing.

College Mission

South Arkansas Community College promotes excellence in learning, teaching, and service; provides
lifelong educational opportunities; and serves as a cultural, intellectual, and economic resource for the
community.

College Wide Student Learner Outcomes
X Critical Thinking XIResponsibility XICommunication
ACTS Courseld Program Course Computer Information Technology
ACTS Outcomes

If this is not an ACTS Course, leave this space blank. Number your ACTS outcomes.
Program Outcomes

PO1 Troubleshooting: Identify and resolve technical issues using appropriate technologies or
analytical tools.

PO2  Business communications: Demonstrate communications skills in a business environment.
PO3  Hardware/Software Skills: Demonstrate proficiency as defined by the CIT department, in
recognized industry software or hardware.

PO4  Business Ethics: Identify situations that present ethical dilemma inherent in information
technology.

Course Learner Outcomes
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CLO 1 | Differentiate between UilLO PO3 Final Project
graphic file formats.
CLO 2 | Compose documents UsLO PO3 Final Project
using selections, image
manipulation, layers, or
blending modes.
CLO 3 | Combine text and U2L0, PO3 | CT5 |C3 Final Project
typography, color, and u4LO0,
basic layout to produce u6LO
professional images.






CLO 4

Comply with u3LO PO4 R3
copyright/appropriate use
guidelines/Creative
Commons.

Final Project

Unit Outcomes/ Competencies/ Objectives
Chapter 1 - U1LO:

Start Photoshop and customize the Photoshop workspace
Open a photo

Identify parts of the Photoshop workspace

Explain file types

View a photo using the Zoom Tool, Navigator panel, and the Hand Tool
Display rulers

Crop a photo using the rule of thirds overlay

Save a photo for both print and the Web

Create a border

Open a recent file

Resize a photo

Insert text and stroke

Print a photo

Access Photoshop Help

Close a file and quit Photoshop

Chapter 2 - U2LO:

Explain the terms layout, perspective, and storyboard

Describe selection tools

Select objects using the marquee tools

Move and duplicate selections

Use the History panel

Use the Grow command and Refine Edges to adjust selections
Employ the lasso tools

Subtract areas from selections

Use grids, guides, and snapping

Select objects using the Quick Selection and Magic Wand tools
Print to a PDF file

Use, create, and test new keyboard shortcuts

Chapter 3 - U3LO:

Use the Layers panel and change options

Create a layer via cut

Rename layers and set identification colors

Hide, view, and rearrange layers

Arrange and consolidate document windows
Create a new layer from another image or selection
Transform selections and layers

Use the Eraser, Magic Eraser, and Background Eraser tools
Create layer masks

Make level adjustments and opacity changes
Apply adjustments using the Adjustments panel
Add a layer style

Use the Clone Stamp tool

Flatten a composite image

Examine image copyrights and Creative Commons

Chapter 4 - U4LO:

ogukrwpnr

Create a Photoshop document from scratch using the Painting workspace
Adjust the hardness and diameter settings of brushes

Differentiate between color modes

Apply gradients using the Gradient Tool

Create smart objects

Select colors using the Swatches panel






7. Paint and draw using Photoshop brushes

8. Load new custom shapes

9. Use a Color Picker dialog box

10. Differentiate among the shape tools, modes, and settings
11. Create a custom shape

12. Sample colors with the Eyedropper Tool

13. Create and use a character style

Chapter 5 - U5LO:

1 Discuss technical tips for digital cameras and scanners
2 Repair documents with aging damage

3 Make curve corrections

4, Employ Content-Aware technology

5. Use new layers for editing and viewing corrections

6 Fix red-eye

7 Create a vignette

8 Correct damage using the healing tools

9. Use the Dodge, Burn, and Sponge Tools

10. Remove or correct angle and perspective distortions
11. Apply blending modes

12. Enhance a photo using the Blur, Sharpen, and Smudge Tools

Chapter 6 - UGLO:

1. Adjust the Color panel

2 Fill with the Paint Bucket Tool

3 Describe the categories of filters in Photoshop

4, Use the Filter Gallery to create special effects

5. Apply Plastic Wrap, Glowing Edges, and Craquelure filters
6 Create a shape clipping mask

7 Apply a pattern

8 Describe and use Blur filters

9. Create dynamic text with effects

10. Set text tracking, leading, and kerning

11. Explain the terms knockout, trapping, surprinting, and misregistration
12. Print a hard proof

Assessment Description(s)
Formative assessment consists of chapter and end-of-chapter assignments. Summative assessment is
in a comprehensive final project.

Materials and Technological Requirements
Textbook:
Adobe® Photoshop® CS6: Complete, 1st Edition
ISBN: 9781133525905
Publisher: Course Technology
Technology Requirements:
Access to Adobe Photoshop CS6 (16 computers in TEC 209; one computer in The Learning Center)
Headphones
Internet access (broadband recommended)
Blackboard Learning Management System
South Arkansas Community College email account

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class
session, it is the student’s responsibility to make arrangements to complete or make up any work missed.
No make-up work for missed classes will be allowed without the approval of the instructor. Students who
enroll late must assume all responsibility for work missed. Classes not attended as a result of late
enrollment may be counted toward excessive absences. Students not attending the entire class period
may be counted absent for that period. An instructor may drop students with a grade of “WE” if students
have been absent for an excessive number of days. Warning letters will be sent to the students advising






them of the consequences of nonattendance and urging them to contact their instructors immediately.
Excessive absences are defined as follows:

Regular Semester

Courses WhiCh Meet ONCE @ WEEK .........uuiiiiiiiie ittt 2 absences
Courses that meet twiCe PEr WEEK .......cciveiiiiiiiiiiiie e 3 absences
Courses that meet four times PEr WEEK..........ccuvvveveiee i e e ciinee e e 5 absences

Summer Session
Courses that meet four times per week in a five week Session ..........ccccceevvviveennnen. 3 absences
Courses which meet two evenings per week in a 10 week Session............cccceeeeeee. 3 absences

Students enrolled in special programs or individualized instruction should contact their program
director/instructor regarding specific attendance requirements for the program/course. Some of the
selective-admission, health-science programs have specific criteria regarding attendance. Students are
encouraged to refer to program policies in these matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to
jury duty or military duty. Classes missed as a result of scheduled absences will not be counted as
excessive absences if the instructor is notified and provided documentation prior to the absence(s).
Make-up work for scheduled absences will be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt.
Documentation should come from an appropriate party on letterhead or other official stationery with a
signature and contact information. Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical
professional documenting time needed off related to medical reasons and time student may resume
classes. The medical reason does not need to be listed on the documentation; the documentation must
include only that there is a medical reason, the amount of time the student needs to be absent, and the
time the student should be able to return to classes. Students who elect to work at home while on
excused leave must meet with their instructors to make arrangements to do so. Working on coursework
while on medical leave is not a requirement but can be requested by students. If students request that
they be allowed to work at home while on an excused leave, the instructor will make every reasonable
effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical
professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially
harmful chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete

grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of
integrity. Students are expected to perform honestly and to work in every way possible to eliminate
academic dishonesty. Academic dishonesty includes cheating and plagiarism, which are defined as
follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic
exercise. Cheating includes copying another student's homework, class work, or required project
(in whole or in part) and/or presenting another’s work as the student’s own. Cheating also
includes giving, receiving, offering, and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual
programs, electronic media, and films or copying the theme or manuscript of another student. It is
plagiarism when one uses direct quotations without proper credit or when one uses the ideas of






another without giving proper credit. When three or more consecutive words are borrowed, the
borrowing should be recognized by the use of quotation marks and proper parenthetical and
bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the
following penalties will apply:

The student will receive a penalty of no less than a zero on the work in question.

The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

The dean will submit form to Vice President for Learning to determine disciplinary action.

The Vice President for Learning will determine whether further disciplinary action will be taken.

All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender,
religion, marital status, veteran’s status, national origin, disability, or sexual orientation in making
decisions regarding employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu
or 870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of
Student Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an
Early Alert System to identify and support at-risk students as soon as possible in a given semester. The
intent of Early Alert is to provide this assistance while there is still time to address behaviors or issues that
have the potential of preventing students from completing their courses and degree plans. Students
referred through the Early Alert System will be required to work on a corrective action plan with their
student advising coach and to include attendance accountability and mandatory academic tutoring either
in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met
the prescribed corrective actions, the coach will update the Early Alert System so that the instructor is
kept informed of the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student
wellbeing and campus safety. By focusing on prevention and early intervention with campus situations
that involve any person experiencing distress or engaging in harmful or disruptive behaviors, the BRT will
serve as the coordinating hub of existing resources to develop intervention and support strategies and
offer case management. Students, faculty, staff, and campus guests are encouraged to report any person
on campus who is a concern. BRT Contact: 870.875.7262 BRT @southark.edu

Date of Revision: 10/11/2016
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Curriculum Committee Proposal

Change or addition requested:

New course
__X___ Modification of existing course
Change of course number
Change in curriculum/required courses/prerequisites
Plan of Study
Syllabus (If applicable)
Other
Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically)
We propose changing CRJU 1103 Introduction to Criminal Justice from a Pre-Requisite course to a Co-
Requisite Course. Currently the course is a pre-requisite for CRJU 2103 Police Administration, CRJU
2303 Rules of Criminal Evidenced and Procedures, and CRJU 2403 Criminal Investigation Techniques.
Reason for requested change/addition:
Changing CRJU 1103 Introduction to Criminal Justice to a Co-requisite course will facilitate course
enrollment in CRJU 2103 Police Administration, CRJU 2303 Rules of Criminal Evidenced and Procedures,
and CRJU 2403 Criminal Investigation Techniques and credential completion.
If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? _ X
2. Are Library Media Center resources adequate to meet

requirements for this change? _ X
3. Will this change require purchase of additional equipment? _ X
4, Will this change require additional space? _ X
5. Which divisions will be affected by this change? Liberal Arts
6. Have you consulted division heads affected? X -
7. Have you consulted program heads affected? X -
8. If the change is a course, what is the projected enrollment? N/A
9. If the change is a course, how often would this course be offered? ___ Fall, Spring, Summer__
10. Does this change affect a general education course? - X
11. If so, list major and degree.

Signature of Division Dean James Yates " approve  do not approve

Signature of Curriculum Committee Chair approve  do not approve






Curriculum Committee Proposal

Change or addition requested:
New course

Modification of existing course
Change of course number
Change in curriculum/required courses/prerequisites

__X___ Plan of Study
Syllabus (If applicable)

Other

Brief explanation of change/addition requested: (Use additional sheets if necessary. Scan and send to
Curriculum Committee Chair electronically).

There has been a need for, and interest in, an additional credential in Criminal Justice, between the two
Certificate of Proficiencies in Criminal Justice and in Law Enforcement and the AAS degree in Criminal
Justice Administration. This is a proposal to add a Technical Certificate in Criminal Justice with the
following Plan of Study to the Criminal Justice program:

Current Requirements for A.A.S

ENGL 1113 Composition| 3

PSCI 2003 American Government: National 3
CRJU 1103 Introduction to Criminal Justice* 3
CSCl 1003 Computers and Information Processing 3
PSYC 2003 General Psychology 3

Credit Hour Total 15

ENGL 1123 Composition Il 3

PSCI 2013 American Government: State and Local 3
CRJU 2303 Rules of Criminal Evidence & Procedures
SOCI 2003 Introduction to Sociology 3

SPCH 1113 Principles of Speech 3

Credit Hour Total 15

HIST 1003 History of Civilization to 1700 OR 3
HIST 1013 History of Civilization Since 1700

CRJU 2403 Criminal Investigation Techniques 3
PSYC 2223 Developmental Psychology 3

CRJU 2503 Arkansas Criminal Law 3

MATH 1023 College Algebra OR 3

MATH 1073 Technical Mathematics

Credit Hour Total 15

HIST 2013 History of U.S. to 1876 OR 3

HIST 2023 History of U.S. Since 1876

CRJU 2103

Police Administration 3

Proposed TC requirements:

ENGL 1113 Composition |

MATH 1113 Quantitative Literacy OR MATH
2103 Introduction to Statistics OR MATH
1023 College Algebra

CRJU 1103 Intro to Criminal Justice

CRJU 2103 Police Administration

CRJU 2503 Arkansas Criminal Law

15 Hours

ENGL 1123 Composition I

CSCI 1003 Comp & Infor Proc

CRJU 2303 Rules of Crim. Evid/Procedure
CRJU 2403 Criminal Invest Techniques
CRJU 2603 Arkansas Juvenile Law and

Procedures

30 Hours






SOCI 2033 Marriage and the Family 3
PSYC 2203 Abnormal Psychology 3

CRJU 2603 Arkansas Juvenile Law and Procedures 3
Credit Hour Total 15
PROGRAM CREDIT HOUR TOTAL 60

Current Requirements for Certificates of Proficiency

CRIMINAL JUSTICE

CRJU 1103 Introduction to Criminal Justice 3

CRJU 2503 Arkansas Criminal Law 3

CRJU 2303 Rules of Criminal Evidence & Procedures 3
PROGRAM CREDIT HOUR TOTAL 9

LAW ENFORCEMENT

CRJU 2603 Arkansas Juvenile Law and Procedures 3
CRJU 2403 Criminal Investigation Techniques 3
CRJU 2103 Police Administration 3
PROGRAM CREDIT HOUR TOTAL 9

Reason for requested change/addition:
The primary reason for this change is to provide an additional opportunity for completion of a credential
and there has been a need to offer a credential beyond the Certificate of Proficiency but not as

advanced as the AAS degree.

If request is for new or modified course, please attach syllabus to request.

YES NO
1. Will additional faculty be required to make this change? X
2. Are Library Media Center resources adequate to meet

requirements for this change? X

3. Will this change require purchase of additional equipment? X
4, Will this change require additional space? X
5. Which divisions will be affected by this change? Liberal Arts and Career Tech
6. Have you consulted division heads affected? X
7. Have you consulted program heads affected? X
8. If the change is a course, what is the projected enrollment?

9. If the change is a course, how often would this course be offered?






10. Does this change affect a general education course?

11. If so, list major and degree.

. L. James Yates
Signature of Division Dean

approve

Signature of Curriculum Committee Chair

approve

do not approve

do not approve





Curriculum Committee Proposal

Change or addition requested:
New course
____X_ Modification of existing course
Change of course number
__X__Change in curriculum/required courses/prerequisites
Plan of Study
Syllabus (If applicable)
Other
Brief explanation of change/addition requested:

To better facilitate students in the dual enrollment program to acquire certificates of proficiency in both
the Criminal Justice CP and the Law Enforcement CP, the Criminal Justice Department faculty
recommends that existing requirements for the CP in Criminal Justice be changed to reflect an either/or
modification for CRJU 2303 Rules of Evidence & Procedures and CRJU 2403 Criminal Investigative
Techniques.

Because of what ACE requires us to teach on the High School side, we do not teach all the necessary
courses to complete either the Criminal Justice CP or a Law Enforcement CP. Please see below the
requirements as they now stand in the catalog.

Current Criminal Justice Program CPs
CRIMINAL JUSTICE CP

CRJU 1103 Introduction to Criminal Justice

CRJU 2503 Arkansas Criminal Law

CRJU 2303 Rules of Criminal Evidence & Procedures

LAW ENFORCEMENT CP

CRJU 2603 Arkansas Juvenile Law and Procedures
CRJU 2403 Criminal Investigation Techniques
CRJU 2103 Police Administration

Proposed Criminal Justice Program CPs

CRIMINAL JUSTICE CP

CRJU 1103 Introduction to Criminal Justice

CRJU 2503 Arkansas Criminal Law

CRJU 2303 Rules of Criminal Evidence & Procedures OR
CRJU 2403 Criminal Investigation Techniques

LAW ENFORCEMENT CP

CRJU 2603 Arkansas Juvenile Law and Procedures
CRJU 2403 Criminal Investigation Techniques OR
CRJU 2303 Rules of Criminal Evidence & Procedures
CRJU 2103 Police Administration





Reason for requested change/addition: If the either or status is allowed, it would allow the dual
enrollment students to complete both CP qualifications and increase the likelihood of them continuing
in the two-year degree program to acquire the A.A.S degree.

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? X

2. Are Library Media Center resources adequate to meet

requirements for this change? _ X

3. Will this change require purchase of additional equipment? X
4. Will this change require additional space? X

5. Which divisions will be affected by this change? Liberal
Arts

6. Have you consulted division heads affected? _ X
7. Have you consulted program heads affected? X

8. If the change is a course, what is the projected enroliment? NA

9. If the change is a course, how often would this course be offered? NA
10. Does this change affect a general education course? X

11. If so, list major and degree. NA

Signature of Division Dean___James Yates approve do not approve

Signature of Committee Chair approve do not approve






This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include
additional requirements, must be followed by the student in the given term, and is considered to
supersede the Master Syllabus.

Course Number
CJ 1103

Course Title
Introduction to Criminal Justice

Course Description

Examination of the history and philosophy of the administration of justice in America. The
systems and sub-systems, their roles and interrelationships, theories of crime, punishment, and
rehabilitation; and the ethics, education, and training professionals will be studied.

College Mission

South Arkansas Community College promotes excellence in learning, teaching, and service; provides
lifelong educational opportunities; and serves as a cultural, intellectual, and economic resource for the
community.

College Wide Student Learner Outcomes

X Critical Thinking Responsibility X Communication
ACTS CourselX Program Course [

Program Outcomes

1. Understand perspectives of the criminal justice systems.

2. Contrast public and private sector administration.

3. Comprehend the application of organizational theory to criminal justice organizations.

4. Describe innovations in American law enforcement.

5. Understand personnel procedures and apply practices in contemporary criminal justice agencies.
6. See courts as organizations with unique administration.

7. Understand corrections agency structures, personnel functions, and current challenges.

8. Demonstrate knowledge of the rights of criminal justice employees.

9. Know the special challenges in discipline, labor relations, and liability.

10. Identify various examples of criminal justice technology.

ACTS Outcomes

1. A basic understanding of criminal justice terminology, trends, and the operation of the system in theory
and practice.

2. Understanding of the functions of law enforcement, courts, & correctional agencies.

3. A basic knowledge of the evolution and application of law and philosophies of sentencing.

4. A comprehensive understanding of the American criminal justice system including its, history,
purposes, organization, procedures and processes.

5. A knowledge of how American criminal justice system function in a culturally diverse society.

6. An ability to understand and discuss the ethics involved in the criminal justice system.

Course Outcomes
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1 Define crime and how it Written Test
relates to the criminal 1.1-6 1,3 C1
justice system.
2 List the main components Written Test
of the criminal justice 1.16 |12 |15 |cT1
system and their
functions.
3 Explain the purpose of Written Test
. 4.1-4 1,4
probation and parole.
4 Descrlbg criminal 6.1-7 |3 c1 Written Test
sentencing.
5 Explain multiculturalism Written Test
and diversity present
special chgllenges to, and 1.16 |56 R1
opportunities for, the
American System of
Criminal Justice.
6 Describe the importance Written Test
of presentence
investigation report and 6. 1-7
explain how it is used in
court.

Unit Outcomes/ Competencies

Unit I: Course Introduction. At the end of this unit, students should be able to:

1 Explain the history of criminal justice.

2 Define crime.

3. List the main components of the criminal justice system.

4, List the states of case proceedings.

5. Explain due process.

6. Explain multiculturalism and diversity present special challenges to, and opportunities for, the
American system of criminal justice

Assessment Tools: written test.

Unit Il: The Crime Picture. Atthe end of the unit students should be able to:

1. List Part | and Part Il Offenses.

2. Compare and contrast National Incident Based Reporting System and Uniform Reporting Crime
Program.

3 List different types of cybercrime.

Assessment Tools: Written Test





Unit Ill: Theories of Criminal Justice. At the end students should be able to:

Define the word theory.

Identify different theorists and their contributions.
Identify the different types of somatotyping.

List the five neutralization techniques.

PN PE

Assessment tools: written test.
Unit IV: Criminal Law. At the end of this unit, students should be able to:

Explain the purpose the nature and purpose of law.

Identify the various categories or types of law, and explain the purpose of each.
List and describe the five categories of crime.

List and describe the eight general features of crime.

PwnhpE

Assessment tools: Written Test

Unit V: Policing. At the end of this unit, students should be able to:

Identify significant federal law enforcement agencies, and describe their responsibilities.
Describe the three major levels of public law enforcement.

Summarize the history of policing.

Identify three styles of policing, and discuss differences in their approaches.

List and discuss the five operational strategies of today’s police departments.

arLONE

Assessment Tools: Written Test

Unit VI. Sentences and Probation, Parole, and Community Corrections. At the end of this unit, students
should be able to:

Describe the five goals of contemporary criminal sentencing.

Identify alternative sanctions.

Describe the importance of the presentence investigation report.

List the four traditional sentencing options.

Explain the history, nature, and purposes of probation

Explain the history, nature and purposes of parole.

Describe the advantages and disadvantages of probation and parole

NogkrwpnrE

Assessment Tools: Written Test

Assessment Description(s)
Hands-on Exercise, Class Discussion, and Written Test

Materials and Technological Requirements

Criminal Justice Today, 13th ed.
ISBN:9780133460049

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class
session, it is the student’s responsibility to make arrangements to complete or make up any work missed.
No make-up work for missed classes will be allowed without the approval of the instructor. Students who





enroll late must assume all responsibility for work missed. Classes not attended as a result of late
enrollment may be counted toward excessive absences. Students not attending the entire class period
may be counted absent for that period. An instructor may drop students with a grade of “WE” if students
have been absent for an excessive number of days. Warning letters will be sent to the students advising
them of the consequences of nonattendance and urging them to contact their instructors immediately.
Excessive absences are defined as follows:

Regular Semester

Courses WhiCh Mmeet ONCE @ WEEK ........ceiiiiiiiiiiiiiieie e 2 absences
Courses that meet tWiCe PEIr WEEK .........oiiiiiiiieiiiii et 3 absences
Courses that meet four times PEr WEEK..........ccuvvveeiieeiii et 5 absences

Summer Session
Courses that meet four times per week in a five week session .........cccccceeevvvcnvnnnnnn. 3 absences
Courses which meet two evenings per week in a 10 week session............cccccvvveee. 3 absences

Students enrolled in special programs or individualized instruction should contact their program

director/instructor regarding specific attendance requirements for the program/course. Some of the

selective-admission, health-science programs have specific criteria regarding attendance. Students are

encouraged to refer to program policies in these matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to

jury duty or military duty. Classes missed as a result of scheduled absences will not be counted as

excessive absences if the instructor is notified and provided documentation prior to the absence(s).

Make-up work for scheduled absences will be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt.

Documentation should come from an appropriate party on letterhead or other official stationery with a

signature and contact information. Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical

professional documenting time needed off related to medical reasons and time student may resume

classes. The medical reason does not need to be listed on the documentation; the documentation must

include only that there is a medical reason, the amount of time the student needs to be absent, and the

time the student should be able to return to classes. Students who elect to work at home while on

excused leave must meet with their instructors to make arrangements to do so. Working on coursework

while on medical leave is not a requirement but can be requested by students. If students request that

they be allowed to work at home while on an excused leave, the instructor will make every reasonable

effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical
professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially
harmful chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete

grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of
integrity. Students are expected to perform honestly and to work in every way possible to eliminate
academic dishonesty. Academic dishonesty includes cheating and plagiarism, which are defined as
follows:

*  Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic
exercise. Cheating includes copying another student's homework, class work, or required project (in





whole or in part) and/or presenting another’s work as the student’s own. Cheating also includes giving,
receiving, offering, and/or soliciting information on a quiz, test, or examination.

*  Plagiarism is the copying of any published work such as books, magazines, audiovisual programs,
electronic media, and films or copying the theme or manuscript of another student. It is plagiarism when
one uses direct quotations without proper credit or when one uses the ideas of another without giving
proper credit. When three or more consecutive words are borrowed, the borrowing should be recognized
by the use of quotation marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the
following penalties will apply:

*  The student will receive a penalty of no less than a zero on the work in question.

*  The instructor will submit a written report of the incident to the Vice President for Learning

*  The Vice President for Learning will determine whether further disciplinary action will be taken.

»  All decisions may be appealed for review through the college’s Academic Appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender,
religion, marital status, veteran’s status, national origin, disability, or sexual orientation in making
decisions regarding employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu
or 870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need course adaptions or accommodations because of a disability, please report this to the Vice
President of Student Services with proper documentation.

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an
Early Alert System to identify and support at-risk students as soon as possible in a given semester. The
intent of Early Alert is to provide this assistance while there is still time to address behaviors or issues that
have the potential of preventing students from completing their courses and degree plans. Students
referred through the Early Alert System will be required to work on a corrective action plan with their
student advising coach and to include attendance accountability and mandatory academic tutoring either
in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met
the prescribed corrective actions, the coach will update the Early Alert System so that the instructor is
kept informed of the progress in resolving issues.

Date of Revision: 9/9/201
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This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include
additional requirements, must be followed by the student in the given term, and is considered to
supersede the Master Syllabus.

Course Number

CRJU 2303

Course Title

Rules of Criminal Evidence and Procedures

Course Description

Introduction to the act of investigation. Attention to importance of information, interrogation, and
instrumentation and the solution and preparation of criminal cases for trial.

College Mission

South Arkansas Community College promotes excellence in learning, teaching, and service; provides
lifelong educational opportunities; and serves as a cultural, intellectual, and economic resource for the
community.

College Wide Student Learner Outcomes

XCritical Thinking ®IResponsibility Communication

ACTS Coursell Program Course

ACTS Outcomes

Program Outcomes

1. Understand perspectives of the criminal justice systems. 2. Contrast public and private sector
administration. 3. Comprehend the application of organizational theory to criminal justice organizations. 4.
Describe innovations in American law enforcement. 5. Understand personnel procedures and apply
practices in contemporary criminal justice agencies. 6. See courts as organizations with unique
administration. 7. Understand corrections agency structures, personnel functions, and current challenges.
8. Demonstrate knowledge of the rights of criminal justice employees. 9. Know the special challenges in
discipline, labor relations, and liability. 10. Identify various examples of criminal justice technology.

Course Course Unit ACTS Program  Critical Communi  Responsi  Assessm
Outcome Outcome  Outcome Outcome  Thinking cation bility ent
s CLO # s s/ S
Compete
ncies
CLO1 Explain and 1.1-5 14 CT1 C1 Written Test
discuss
general

evidence and
how it applies
to the
criminal
justice
system.

CLO 2 Explain the 2.1-6 1,7 CT1 C1 Written Test

process for
suppression
and
discovery.

CLO 3 Define each 3.1-5 1,6,7 CT1 C1 Written Test

type of
evidence and
give an
example of
each

CLO 4





Describe between circumstantial and real evidence.

3.1-5

CT1

Written Test

CLO5

Identify character evidence and be able to discuss the importance of admissibility of character evidence
in court proceeding.

4.1-7

CT1

R3

Written Test

Unit Outcomes/ Competencies

Unit 1: Introduction:

At the end of this unit, students should be able to:

1. Define the term evidence.

2. Explain who has the burden of proof in a criminal case.

3. Describe the role of the judge and jury in a criminal case.

4. Compare and contrast the relationship between federal and state rules of evidence.
5. Describe what materials are used for legal research.

Assessment Tools: Written Test

Unit 2: The Court Process

At the end of this unit, students should be able to:

. List what evidence is considered by the prosecutor when filing criminal charges.

. Identify what evidence is needed at the preliminary hearing.

. Identify the types of evidence considered by the grand juries.

. Explain what information that the prosecutor must give the defense during discovery.
. Describe what evidence the defense use at the suppression hearing.

. Explain how juries are selected.

Assessment Tools: Written Test

Unit 3: Types of Evidence

At the end of this unit, students should be able to:

1. Define relevant and material evidence and explain when each is admissible in court.
2. Define circumstantial evidence and explain how it differs from direct evidence.

3. Explain the difference between testimonial and real evidence.

4. Define stipulation and judicial notice and explain how each applies in court.

5. Describe presumptions and how they are used in court.

Assessment: Written Activity.

Unit 4: Direct and Circumstantial Evidence

At the end of this unit, student should be able to:

1. Define both direct and circumstantial evidence.

2. Explain how the jury determines the weight to be given to the testimony of each witness.
3. Describe circumstantial evidence that can modus operandi and to establish motive.
4. |dentify situations in which the defendant or skill can be used as circumstantial evidence of guilt.
5

6
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. Describe the type of situations in which the defendant prior to the crime may be used in evidence.
. Identify situations in which the defendant ask after the crime was committed can be used as
circumstantial evidence of guilt.
7. Explain when character evidence is admissible at trial and describe how character is established at
trial.





Assessment: Written Test

Assessment Description(s)

A series of exams, hands-on exercises, and short tests.
Materials and Technological Requirements

Criminal Evidence 8th Edition by Hails

ISBN: 9781285062860

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class
session, it is the student’s responsibility to make arrangements to complete or make up any work
missed. No make-up work for missed classes will be allowed without the approval of the instructor.
Students who enroll late must assume all responsibility for work missed. Classes not attended as a result
of late enrollment may be counted toward excessive absences. Students not attending the entire class
period may be counted absent for that period. An instructor may drop students with a grade of “WE” if
students have been absent for an excessive number of days. Warning letters will be sent to the students
advising them of the consequences of nonattendance and urging them to contact their instructors
immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet 0NCe @ WEEK ...ocoeeviiiiciiiicee e 2 absences

Courses that meet tWiCe PEr WEEK .....ciivcuiiiiiiciiie sttt e 3 absences
Courses that meet four times per Week ......occvvevieciee e 5 absences
Summer Session

Courses that meet four times per week in a five week session .........ccccccvvveeeecnnennnn. 3 absences

Courses which meet two evenings per week in a 10 week session ........cccecveeeeenns 3 absences

Students enrolled in special programs or individualized instruction should contact their program
director/instructor regarding specific attendance requirements for the program/course. Some of the
selective-admission, health-science programs have specific criteria regarding attendance. Students are
encouraged to refer to program policies in these matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to
jury duty or military duty. Classes missed as a result of scheduled absences will not be counted as
excessive absences if the instructor is notified and provided documentation prior to the absence(s).
Make-up work for scheduled absences will be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt.
Documentation should come from an appropriate party on letterhead or other official stationery with a
signature and contact information. Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical
professional documenting time needed off related to medical reasons and time student may resume
classes. The medical reason does not need to be listed on the documentation; the documentation must
include only that there is a medical reason, the amount of time the student needs to be absent, and the
time the student should be able to return to classes. Students who elect to work at home while on
excused leave must meet with their instructors to make arrangements to do so. Working on coursework
while on medical leave is not a requirement but can be requested by students. If students request that
they be allowed to work at home while on an excused leave, the instructor will make every reasonable
effort to ensure that the student is able to do so.





For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical
professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially
harmful chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete
grade contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of
integrity. Students are expected to perform honestly and to work in every way possible to eliminate
academic dishonesty. Academic dishonesty includes cheating and plagiarism, which are defined as
follows:

Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic
exercise. Cheating includes copying another student’s homework, class work, or required project (in
whole or in part) and/or presenting another’s work as the student’s own. Cheating also includes giving,
receiving, offering, and/or soliciting information on a quiz, test, or examination.

Plagiarism is the copying of any published work such as books, magazines, audiovisual programs,
electronic media, and films or copying the theme or manuscript of another student. It is plagiarism when
one uses direct quotations without proper credit or when one uses the ideas of another without giving
proper credit. When three or more consecutive words are borrowed, the borrowing should be
recognized by the use of quotation marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the
following penalties will apply:

The student will receive a penalty of no less than a zero on the work in question.

The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

The dean will submit form to Vice President for Learning to determine disciplinary action.

The Vice President for Learning will determine whether further disciplinary action will be taken.

All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender,
religion, marital status, veteran’s status, national origin, disability, or sexual orientation in making
decisions regarding employment, student admission, or other functions, operations, or activities.

Library Services Library Homepage: http://southark.libguides.com/homepage Library Contact:
LibraryStaff@southark.edu or 870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need course adaptions or accommodations because of a disability, please report this to the Vice
President of Student Services with proper documentation.





The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an
Early Alert System to identify and support at-risk students as soon as possible in a given semester. The
intent of Early Alert is to provide this assistance while there is still time to address behaviors or issues
that have the potential of preventing students from completing their courses and degree plans.
Students referred through the Early Alert System will be required to work on a corrective action plan
with their student advising coach and to include attendance accountability and mandatory academic
tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has
met the prescribed corrective actions, the coach will update the Early Alert System so that the instructor
is kept informed of the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student
wellbeing and campus safety. By focusing on prevention and early intervention with campus situations
that involve any person experiencing distress or engaging in harmful or disruptive behaviors, the BRT
will serve as the coordinating hub of existing resources to develop intervention and support strategies
and offer case management. Students, faculty, staff, and campus guests are encouraged to report any
person on campus who is a concern. BRT Contact: 870.875.7262 BRT@southark.edu

Date of Revision: 8/25/2016





Course Number

CRJU 2403

Course Title

Criminal Investigation Techniques

Course Description

Prerequisite: CRJU 1103 or equivalent. Survey of general procedures, concepts and practical application
of the mechanics of criminal investigation. Emphasis on elements of crime and fact-finding.

College Mission South Arkansas Community College promotes excellence in learning, teaching, and
service; provides lifelong educational opportunities; and serves as a cultural, intellectual, and economic
resource for the community.

College Wide Student Learner Outcomes

XlCritical Thinking XIResponsibility KICommunication

ACTS Coursel] Program Course

Program Outcomes

1. Understand The Investigative Function: The Responsibility of All Police Personnel. 2. Contrast public
and private investigation techniques 3. Describe innovations in investigative techniques and use of data
gathering. 4. Understand limitations on Surveillance, Undercover Assignments and Raids. 5. Understand
the Importance of Well-Written Reports, Recording and Dictating Reports, Computerized Report Writing
and Evaluating Reports. 6. Demonstrate knowledge of the Investigative Process

ACTS Outcomes

N/A

Course Qutcomes

#

Course Qutcomes

Unit Outcomes/ Competencies

ACTS

Program Outcomes

Critical Thinking

Communication

Responsibility

Assessment

1

Understand The Investigative Function:

1.1-5

1,4

C1

Written Test

The Responsibility of All Police Personnel.

2

Contrast public and private investigation techniques

2.1-6

1,7

Cc1

Written Test

3

Comprehend the application of Legal Searches and the Fourth Amendment Basic Limitation on Searches,
Justification for Reasonable Searches, and The Exclusionary Rule.

3.1-5





1,6,7

CT1

Written Test

4

Describe innovations in investigative techniques and use of data gathering.
3.1-5

Written Test

5

Understand limitations on Surveillance, Undercover Assignments and Raids.
4.1-7

R3

Written Test

Unit Outcomes/ Competencies

Unit 1: Introduction:

At the end of this unit, students should be able to:

Describe what criminal investigation is.

. Define the major goals of criminal investigation.

. Explain the basic functions investigators perform.

. Describe what effective investigators do.

. Describe which characteristics are important in investigators.

. Explain who usually arrives at a crime scene first.

. Discuss what should be done initially at a crime scene.

. Describe what to do if a suspect is still at a crime scene or has recently
fled the scene.

Assessment Tools: Written Test

Unit 2: Writing Reports

At the end of this unit, students should be able to:

1. Discuss the Importance of Report writing

2. Identify Common Problems with Many Police Reports

Generate a Well-Written Report: From Start to Finish

3. Record and Dictate Reports

4. Evaluate the credibility of Reports

Assessment Tools: Written Test

Unit 3: Effecting Arrests and filing reports

At the end of this unit, students should be able to:

6. Understand how to develop, locate, and Identify Suspects

7. Discuss methodologies for Surveillance, Undercover Assignments and Raids:
8. Evaluate and Corroborate gathered Information

9. Use and apply Scientific Aids to Obtain and Evaluate evidence of reports filed
Assessment: Written Activity.

Unit 4: Investigating Drug Related Crimes

At the end of this unit, student should be able to:

8. Identify Major Activities of Organized Crime

9. Discuss Applicable Laws against Organized Crime

10. Understand The National Drug Control Strategy and how develop Community
Partnerships

11. Have insight on Preventing Problems with lllegal Drugs and Organized Crime:
12. Discuss in detail Drug Asset Forfeitures Assessment: Written Test

NOoO b wWwN R





Assessment Description(s)

A series of exams, hands-on exercises, and short tests.

Grading Scale: The final Grade is determined by the percentage of successful test scores as listed below.
90---100=A

80---89 =8B
70---79=C
60---69=D

Below 60 =Failed

Materials and Technological Requirements

Text: Fact Investigation

Second edition: Paul J. Zwier and Anthony J. Bocchino

ISBN : 978-1-60156-435-1

Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class
session, it is the student’s responsibility to make arrangements to complete or make up any work
missed. No makeup work for missed classes will be allowed without the approval of the instructor.
Students who enroll late must assume all responsibility for work missed. Classes not attended as a result
of late enrollment may be counted toward excessive absences. Students not attending the entire class
period may be counted absent for that period.

An instructor may drop students with a grade of “WE” if students have been absent for an excessive
number of days. Warning letters will be sent to the students advising them of the consequences of non-
attendance and urging them to contact their instructors immediately.

Excessive absences are defined as follows:

Regular Semester

Courses which meet once a week- 2 absences

Courses that meet twice per week- 3 absences

Courses that meet four times per week- 5 absences

Summer Session:

Courses that meet four times per week in a five-week session- 3 absences

Courses which meet two evenings per week in a 10-week session- 3 absences

Students enrolled in special programs or individualized instruction should contact their program
director/instructor regarding specific attendance requirements for the program/course.

Some of the selective-admission health-science programs have specific criteria regarding attendance.
Students are encouraged to refer to program policies in these matters.

Academic Honesty Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of
integrity. Students are expected to perform honestly and to work in every way possible to eliminate
academic dishonesty. Academic dishonesty includes cheating and plagiarism, which are defined as
follows:

* Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic
exercise. Cheating includes copying another student’s homework, class work, or required project (in
whole or in part) and/or presenting another’s work as the student’s own. Cheating also includes giving,
receiving, offering, and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs,
electronic media, and films or copying the theme or manuscript of another student. It is plagiarism when
one uses direct quotations without proper credit or when one uses the ideas of another without giving





proper credit. When three or more consecutive words are borrowed, the borrowing should be
recognized by the use of quotation marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the
following penalties will apply:

¢ The student will receive a penalty of no less than a zero on the work in question.

¢ The instructor will submit a written report of the incident to the Vice President for Learning

* The Vice President for Learning will determine whether further disciplinary action will be taken.

 All decisions may be appealed for review through the college’s Academic Appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender,
religion, marital status, veteran’s status, national origin, disability, or sexual orientation in making
decisions regarding employment, student admission, or other functions, operations, or activities.

Library Services Library Homepage: http://southark.libguides.com/homepage Library Contact:
LibraryStaff@southark.edu or 870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need course adaptions or accommodations because of a disability, please report this to the Vice
President of Student Services with proper documentation.

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an
Early Alert System to identify and support at-risk students as soon as possible in a given semester. The
intent of Early Alert is to provide this assistance while there is still time to address behaviors or issues
that have the potential of preventing students from completing their courses and degree plans.
Students referred through the Early Alert System will be required to work on a corrective action plan
with their student advising coach and to include attendance accountability and mandatory academic
tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has
met the prescribed corrective actions, the coach will update the Early Alert System so that the instructor
is kept informed of the progress in resolving issues.

Date of Revision: 2/2/2017
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Curriculum Committee Information Sheet

Change or addition requested:

X new course
modification of existing course
X change of course number
X change in curriculum/required courses/prerequisites
X other syllabi

Brief explanation of change/addition requested: (Use addition sheets if necessary. Scan and send to
curriculum committee electronically)

Please see attachments; Changes made to curriculum will allow for students to obtain more clinical hours at the request
of our Accreditation agency
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Compliance with accreditation standards

If request is for new or modified course, please attach syllabus to request.
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1. Will additional faculty be required to make this change? X
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This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
Resp 2023

Course Title
Respiratory Care Science |

Course Description

This course covers the basic principles of respiratory therapy and equipment utilized in therapeutic and diagnostic
procedures. Content includes gas therapy, medication delivery, chest physiotherapy, arterial blood gas analysis,
hyperinflation techniques, airway management, patient assessment, and quality control procedures.

College Mission
South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.

College Wide Student Learner Outcomes
X Critical Thinking X Responsibility C1Communication
ACTS Coursel] Program Course

ACTS Outcomes

Program Outcomes

1. Acquiring and evaluating clinical data and assessing the cardiopulmonary status of patients.

2. Performing and assisting in the performance of prescribed diagnostic studies such as: obtaining blood gas
samples, blood gas analysis, pulmonary function testing, and polysomnography and evaluating the data to
assess the appropriateness of prescribed respiratory care.

3. Establishing therapeutic goals for patients with cardiopulmonary disease; participating in the development and
modification of respiratory care plans and conducting case management of patients with cardiopulmonary and
related diseases.

4. Initiating prescribed respiratory care treatments, managing life support activities, evaluating and monitoring
patient responses to such therapy and modifying the prescribed therapy to achieve the desired therapeutic
objectives.

5. Initiating and conducting prescribed pulmonary rehabilitation; provide patient, family, and community
education; promoting cardiopulmonary wellness; disease prevention, and disease management.

6. Promoting evidence-based practice by using established clinical practice guidelines and by evaluating
published research for its relevance to patient care.

Course Learner Outcomes

CLO#

Course
Learner
Outcomes
(CLO)

Unit Outcomes/
Competencies
ACTS
Outcomes
Program
Outcomes
Critical
Thinking
Communication
Responsibility
Assessment

CLO 1 | Ability to navigate and Exams
locate items in a patient
chart including a patient
history and patient






education. Effective
communication
CLO 2 | Infection and quality 1,2, Exams
control B 3.4, C1
6
CLO 3 | Vital signs: how to obtain, 1,2, Exams and Lab Competency
. : . CT
interpret and interventions | C 3,4, >
6
CLO 4 | Lab values including blood 1,2, Exam
) CT
gas analysis and D 3.4, 5
troubleshooting 6
CLO 5 | Hyperinflation therapy, 1,2, Exams and Lab Competency
) CT
Chest physiotherapy, and | E 3.4, 3
suctioning 6
CLO 6 | Oxygen therapy, nebulizer 1,2 cT Exams and Lab Competency
usage and non-invasive F 3.4, 3
ventilation 6
Unit Outcomes/ Competencies/ Objectives
A. The patient chart
. List the common components of a medical record
. State the legal and practical obligations involved in recordkeeping
. Describe how to maintain a problem-oriented medical record
B. Infection and Quality Control
. Define health care-associated infections and state how often they occur
. Describe why infection prevention is important in respiratory care
. Identify and describe the three elements that must be present for transmission of infection within a health care
setting
. List the factors associated with an increased risk for a patient acquiring a hospital-acquired infection
. State the three major routes for transmission of human sources of pathogens in the health care environment
. Describe strategies to control the spread of infection in the hospital
. Describe how to select and apply chemical disinfectants for processing respiratory care equipment
. Describe equipment-handling procedures that help prevent the spread of pathogens
. State when to use personal protective equipment during patient care
. Describe surveillance with regard to infection control
C. Vital Signs
. Describe the major components of a patient’s vital signs
. Describe the four major components associated with the systematic examination of the chest and the lungs
. Describe the function of accessory muscle of inspiration and expiration
. List abnormal chest shape and configurations
. List abnormal extremity findings
D. Lab Values
. Describe normal and abnormal sputum production
. Describe the diagnostic value of the sputum examination
. Describe the components of hematology testing
. Describe the roles of platelets
. Identify the blood chemistry test commonly monitored in respiratory care
. Identify the electrolytes commonly monitored in respiratory care
E. Arterial Blood Gases
. Describe the most common acid-base abnormalities seen in the clinical setting
. Describe the metabolic acid-base abnormalities including metabolic acidosis, anion gap, and metabolic
alkalosis
. Describe the potential common errors in the sampling, analysis, and interpretation of arterial blood gas
assessments
F. Lung Expansion Therapy, Chest Physiotherapy, and Suctioning
. Describe the various causes of atelectasis

. Identify which patients need lung expansion therapy





. Define the clinical findings seen in atelectasis

. Describe how lung expansion therapy works

. List the indications, hazards, and complications associated with the various modes of lung expansion therapy
. Describe the primary responsibilities of the respiratory therapist in planning, implementing and evaluating lung
expansion therapy

. Describe the normal airway clearance mechanisms and the factors

G. Aerosol Therapy, Oxygen Therapy and Non-invasive Ventilation

. Define the term aerosol

. Describe how particle size, motion and airway characteristics affect aerosol deposition

. Describe how aerosols are generated

. List the hazards associated with aerosol drug therapy

. Describe how to select the best aerosol drug delivery system for a patient

. Describe how to initiate and modify aerosol drug therapy

. State the information patients need to know to self-administer drug aerosol therapy properly

. Describe how to assess patient response to bronchodilator therapy at the point of care

. Describe how to apply aerosol therapy in special circumstances

. Describe how to protect patients and caregivers from exposure to aerosolized drugs

. Describe when oxygen therapy is needed

. Assess the need for oxygen therapy

. Describe what precautions and complications are associated with oxygen therapy

. Select an oxygen delivery system appropriate for the respiratory care plan

. Describe how to administer oxygen to adults, children and infants

. Describe how to identify and correct malfunctions of oxygen delivery systems

. Assess and monitor a patient’s response to oxygen therapy

. Describe how and when to modify or recommend modification of oxygen therapy

. Describe how to implement protocol-based oxygen therapy

. Identify the indications, complications, and hazards of hyperbaric oxygen therapy

. Identify when and how to administer specialty therapeutic gases

. List the goals and benefits of noninvasive ventilation

. Discuss indications for NIV and the relative strength of the supporting evidence for each indication
. List the selection and exclusion criteria for successful NIV

. List the factors that predict successful NIV

. Identify the types of patient interfaces available for NIV and how to choose an appropriate interface for a
patient

Assessment Description(s)
Assessment will be done through unit exams and lab competencies.

Materials and Technological Requirements

Egan’s Fundamentals of Respiratory Care 11th Edition. Dr. Robert Kacmarek. Published by Elsevier ISBN
97803233413

Egan’s Fundamentals of Respiratory Care Workbook 11th edition, Dr. Robert Kacmarek. Published by Elsevier ISBN
9780323393836

Basic Clinical Lab Competencies for Respiratory Care: An Integrated Approach 5th Edition. Gary C. White.
Published by Delmar. ISBN 978143545365

Clinical Manifestations and Assessment of Respiratory Disease. Terry Des Jardins. Published by Elsevier. ISBN
9780323244794

Evaluation

The curriculum is designed to prepare students to become advanced level Respiratory Therapists. The following
grade equivalency is established for all Respiratory Therapy didactic and laboratory courses:

A =90-100

B =80-9
C =70-80
D = 69 and below (failing)





Class Attendance Policy

Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enrollment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester

Courses which meet ONCEe @ WEEK ..........uueiiiiiiiii e 2 absences
Courses that meet tWiCe PEIr WEEK .......cocuuiii ittt 3 absences
Courses that meet four times PEr WEEK .........ccevviiiiiiriei e 5 absences

Summer Session
Courses that meet four times per week in a five week session...........ccccveveveeeiiinns 3 absences
Courses which meet two evenings per week in a 10 week session...........ccceeeeennn. 3 absences

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Integrity Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:





e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’s homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’'s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.

e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
guotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

e The student will receive a penalty of no less than a zero on the work in question.

e The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

e The dean will submit form to Vice President for Academic Affairs to determine disciplinary action.

e The Vice President for Academic Affairs will determine whether further disciplinary action will be taken.

e All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities:

If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision:
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This is a SouthArk Master Syllabus. The course syllabus distributed by the instructor may include additional
requirements, must be followed by the student in the given term, and is considered to supersede the Master
Syllabus.

Course Number
Resp 2023

Course Title
Respiratory Care Science |

Course Description

This course covers the basic principles of respiratory therapy and equipment utilized in therapeutic and diagnostic /{ Formatted: Font: (Default) Arial, 10 pt

procedures. Content includes gas therapy, medication delivery, chest physiotherapy, arterial blood gas analysis
hyperinflation techniques, airway management, patient assessment, and quality control procedures.

College Mission

South Arkansas Community College promotes excellence in learning, teaching, and service; provides lifelong
educational opportunities; and serves as a cultural, intellectual, and economic resource for the community.
College Wide Student Learner Outcomes

XIHCritical Thinking X EResponsibility O Communication

ACTS Courseld Program Course X

ACTS Outcomes

Program Outcomes

1. Acquiring and evaluating clinical data and assessing the cardiopulmonary status of patients, Formatted: Font: Bold, Font color: Auto

2. Performing and assisting in the performance of prescribed diagnostic studies such as: obtaining blood gas -
samples, blood gas analysis, pulmonary function testing, and polysomnography and evaluating the data to F°"“a“'ed: List Paragraph, Numbered + LeYe|Z 1+
assess the appropriateness of prescribed respiratory care, Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:

3. Establishing therapeutic goals for patients with cardiopulmonary disease; participating in the development and Left + Aligned at: 0.25" + Indent at: 0.5"
modification of respiratory care plans and conducting case management of patients with cardiopulmonary and
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related diseases.,
4. Initiating prescribed respiratory care treatments, managing life support activities, evaluating and monitoring \{ Formatted: Font: Bold, Font color: Auto

patient responses to such therapy and modifying the prescribed therapy to achieve the desired therapeutic

objectives, _ /{ Formatted: Font: Bold, Font color: Auto
5. Initiating and conducting prescribed pulmonary rehabilitation; provide patient, family, and community

education; promoting cardiopulmonary wellness; disease prevention, and disease management, /{ Formatted: Font: Bold, Font color: Auto
6. Promoting evidence-based practice by using established clinical practice guidelines and by evaluating

published research for its relevance to patient care, /{ Formatted: Font: (Default) Arial, 10 pt

. J A A 0 L

Course Learner Outcomes

CLO#

Course
Learner
Outcomes
(CLO)
Unit Outcomes/
Competencies
ACTS
Outcomes
Program
Outcomes
Critical
Thinking
Responsibility
Assessment

Communication








CLO 1 | Ability to navigate and Exams
locate items in a patient
chart including a patient A 1,5 R1
history and patient
education. Effective
communication
CLO 2 | Infection and quality 12, Exams
control B 34, C1
6
CLO 3 | Vital signs: how to obtain, 12, Exams and Lab Competency
- . . cr
interpret and interventions | C 3.4, 5
6 2
CLO 4 | Lab values including blood 1.2, Exam
: CcT =
gas analysis and D 3.4, >
troubleshooting 6 =
CLO 5 | Hyperinflation therapy, 1.2, cT Exams and Lab Competency
Chest physiotherapy, and | E 3.4, 3
suctioning 6 =
CLO 6 | Oxygen therapy, nebulizer 12 cT Exams and Lab Competency
usage and non-invasive E 3.4, 3
ventilation 6 =

Unit Outcomes/ Competencies/ Objectives

A. The patient chart

. List the common components of a medical record

. State the legal and practical obligations involved in recordkeeping

. Describe how to maintain a problem-oriented medical record

B. Infection and Quality Control

. Define health care-associated infections and state how often they occur

. Describe why infection prevention is important in respiratory care

. Identify and describe the three elements that must be present for transmission of infection within a health care
setting

. List the factors associated with an increased risk for a patient acquiring a hospital-acquired infection

. State the three major routes for transmission of human sources of pathogens in the health care environment
. Describe strategies to control the spread of infection in the hospital

. Describe how to select and apply chemical disinfectants for processing respiratory care equipment

. Describe equipment-handling procedures that help prevent the spread of pathogens

. State when to use personal protective equipment during patient care

. Describe surveillance with regard to infection control

C. Vital Signs

. Describe the major components of a patient’s vital signs

. Describe the four major components associated with the systematic examination of the chest and the lungs
. Describe the function of accessory muscle of inspiration and expiration

. List abnormal chest shape and configurations

. List abnormal extremity findings

D. Lab Values

. Describe normal and abnormal sputum production

. Describe the diagnostic value of the sputum examination

. Describe the components of hematology testing

. Describe the roles of platelets

Identify the blood chemistry test commonly monitored in respiratory care
Identify the electrolytes commonly monitored in respiratory care

E. Arterial Blood Gases

. Describe the most common acid-base abnormalities seen in the clinical setting

. Describe the metabolic acid-base abnormalities including metabolic acidosis, anion gap, and metabolic
alkalosis

. Describe the potential common errors in the sampling, analysis, and interpretation of arterial blood gas
assessments

E. Lung Expansion Therapy, Chest Physiotherapy, and Suctioning

. Describe the various causes of atelectasis
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. Identify which patients need lung expansion therapy

. Define the clinical findings seen in atelectasis

. Describe how lung expansion therapy works

. List the indications, hazards, and complications associated with the various modes of lung expansion therapy
. Describe the primary responsibilities of the respiratory therapist in planning, implementing and evaluating lung

expansion therapy
Describe the normal airway clearance mechanisms and the factors

G. Aerosol Therapy, Oxygen Therapy and Non-invasive Ventilation

. Define the term aerosol

. Describe how particle size, motion and airway characteristics affect aerosol deposition

. Describe how aerosols are generated

. List the hazards associated with aerosol drug therapy

. Describe how to select the best aerosol drug delivery system for a patient

. Describe how to initiate and modify aerosol drug therapy

. State the information patients need to know to self-administer drug aerosol therapy properly
. Describe how to assess patient response to bronchodilator therapy at the point of care

. Describe how to apply aerosol therapy in special circumstances

. Describe how to protect patients and caregivers from exposure to aerosolized drugs

. Describe when oxygen therapy is needed

. Assess the need for oxygen therapy

. Describe what precautions and complications are associated with oxygen therapy

. Select an oxygen delivery system appropriate for the respiratory care plan

. Describe how to administer oxygen to adults, children and infants

. Describe how to identify and correct malfunctions of oxygen delivery systems

. Assess and monitor a patient’s response to oxygen therapy

. Describe how and when to modify or recommend modification of oxygen therapy

. Describe how to implement protocol-based oxygen therapy

. Identify the indications, complications, and hazards of hyperbaric oxygen therapy

. Identify when and how to administer specialty therapeutic gases

. List the goals and benefits of noninvasive ventilation

. Discuss indications for NIV and the relative strength of the supporting evidence for each indication
. List the selection and exclusion criteria for successful NIV

. List the factors that predict successful NIV

. Identify the types of patient interfaces available for NIV and how to choose an appropriate interface for a

patient







Assessment Description(s)
Assessment will be done through unit exams and lab competencies.

Materials and Technological Requirements

Egan’s Fundamentals of Respiratory Care 11th Edition. Dr. Robert Kacmarek. Published by Elsevier ISBN
97803233413

Egan’s Fundamentals of Respiratory Care Workbook 11th edition, Dr. Robert Kacmarek. Published by Elsevier ISBN
9780323393836

Basic Clinical Lab Competencies for Respiratory Care: An Integrated Approach 5th Edition. Gary C. White.
Published by Delmar. ISBN 978143545365

Clinical Manifestations and Assessment of Respiratory Disease. Terry Des Jardins. Published by Elsevier. ISBN
9780323244794

A /{ Formatted: Font: 10 pt

Evaluation

Jhe curriculum is designed to prepare students to become advanced level Respiratory Therapists. The following /{ Formatted: Font: (Default) Arial, 10 pt

grade equivalency is established for all Respiratory Therapy didactic and laboratory courses:
=90-100
=80-9

A
B
Cc =70-80
D

= 69 and below (failing), /{ Formatted: Font: Not Bold, Font color: Gray-50%
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Class Attendance Policy







Students are expected to attend all classes in which they are enrolled. If a student is absent from a class session, it is
the student’s responsibility to make arrangements to complete or make up any work missed. No make-up work for
missed classes will be allowed without the approval of the instructor. Students who enroll late must assume all
responsibility for work missed. Classes not attended as a result of late enrollment may be counted toward excessive
absences. Students not attending the entire class period may be counted absent for that period. An instructor may
drop students with a grade of “WE” if students have been absent for an excessive number of days. Warning letters will
be sent to the students advising them of the consequences of nonattendance and urging them to contact their
instructors immediately. Excessive absences are defined as follows:

Regular Semester
Courses which meet once a week
Courses that meet twice per week .
Courses that meet four times Per WEEK ...........ccicuiiiiiiiieiiieiie e 5 absences

Summer Session
Courses that meet four times per week in a five week session
Courses which meet two evenings per week in a 10 week session ...

Students enrolled in special programs or individualized instruction should contact their program director/instructor
regarding specific attendance requirements for the program/course. Some of the selective-admission, health-science
programs have specific criteria regarding attendance. Students are encouraged to refer to program policies in these
matters.

Jury Duty/Military/Official School Function

Scheduled absences are those that occur due to college-related activities or as a result of summons to jury duty or
military duty. Classes missed as a result of scheduled absences will not be counted as excessive absences if the
instructor is notified and provided documentation prior to the absence(s). Make-up work for scheduled absences will
be at the discretion of the instructor.

In all instances, documentation must be provided to the instructor within 24 hours of receipt. Documentation should
come from an appropriate party on letterhead or other official stationery with a signature and contact information.
Documentation should list the corresponding dates of the leave.

Medical leave

For medical-related absences, documentation must include written notice from the treating medical professional
documenting time needed off related to medical reasons and time student may resume classes. The medical reason
does not need to be listed on the documentation; the documentation must include only that there is a medical reason,
the amount of time the student needs to be absent, and the time the student should be able to return to classes.
Students who elect to work at home while on excused leave must meet with their instructors to make arrangements to
do so. Working on coursework while on medical leave is not a requirement but can be requested by students. If
students request that they be allowed to work at home while on an excused leave, the instructor will make every
reasonable effort to ensure that the student is able to do so.

For students who have a medical condition necessitating time off or accommodation:

1) They may work at home on assignments if they choose to if on medical leave approved by a medical professional

2) Receive appropriate accommodations related to coursework (i.e., excused from labs with potentially harmful
chemicals, have a larger desk, etc.)

3) Resume their studies where they left off once they return to classes

4) Be allowed to make up any missed work related to medical leave

5) Receive incompletes on their transcripts until coursework is completed, according to the incomplete grade

contract.

6) Be given a reasonable time frame in which to complete missed coursework

Academic Henesty-Integrity Policy

Students enrolled at South Arkansas Community College are expected at all times to uphold standards of integrity.
Students are expected to perform honestly and to work in every way possible to eliminate academic dishonesty.
Academic dishonesty includes cheating and plagiarism, which are defined as follows:

e Cheating is an attempt to deceive the instructor in his/her effort to evaluate fairly an academic exercise.
Cheating includes copying another student’'s homework, class work, or required project (in whole or in part)
and/or presenting another’s work as the student’s own. Cheating also includes giving, receiving, offering,
and/or soliciting information on a quiz, test, or examination.







e Plagiarism is the copying of any published work such as books, magazines, audiovisual programs, electronic
media, and films or copying the theme or manuscript of another student. It is plagiarism when one uses direct
guotations without proper credit or when one uses the ideas of another without giving proper credit. When
three or more consecutive words are borrowed, the borrowing should be recognized by the use of quotation
marks and proper parenthetical and bibliographic notations.

If, upon investigation, the instructor determines that the student is guilty of cheating or plagiarism, the following
penalties will apply:

e The student will receive a penalty of no less than a zero on the work in question.

e The instructor will submit a Student Academic Misconduct Form, written report of the incident, to the
appropriate dean.

e The dean will submit form to Vice President for Learning-Academic Affairs to determine disciplinary action.

e The Vice President for Learning Academic Affairs will determine whether further disciplinary action will be
taken.

e All decisions may be appealed for review through the college’s academic appeals procedure.

Equal Opportunity-Affirmative Action Statement

South Arkansas Community College does not discriminate on the basis of age, race, color, creed, gender, religion,
marital status, veteran’s status, national origin, disability, or sexual orientation in making decisions regarding
employment, student admission, or other functions, operations, or activities.

Library Services
Library Homepage: http://southark.libguides.com/homepage Library Contact: LibraryStaff@southark.edu or
870.864.7115

Procedures to Accommodate Students with Disabilities:
If you need reasonable accommodations because of a disability, please report this to the Vice President of Student
Services with proper documentation. . VPSS Contact: 870.875.7262

The Early Alert System

In an effort to ensure student retention and success, South Arkansas Community College employs an Early Alert
System to identify and support at-risk students as soon as possible in a given semester. The intent of Early Alert is to
provide this assistance while there is still time to address behaviors or issues that have the potential of preventing
students from completing their courses and degree plans. Students referred through the Early Alert System will be
required to work on a corrective action plan with their student advising coach and to include attendance accountability
and mandatory academic tutoring either in the academic division or in the Testing and Learning Center (TLC).

Once the Student Advising Coach has met with the referred student, and again when the student has met the
prescribed corrective actions, the coach will update the Early Alert System so that the instructor is kept informed of
the progress in resolving issues.

Behavioral Review Team

At South Arkansas Community College (SouthArk), we are committed to proactive leadership in student wellbeing and
campus safety. By focusing on prevention and early intervention with campus situations that involve any person
experiencing distress or engaging in harmful or disruptive behaviors, the BRT will serve as the coordinating hub of
existing resources to develop intervention and support strategies and offer case management. Students, faculty, staff,
and campus guests are encouraged to report any person on campus who is a concern. BRT Contact: 870.875.7262
BRT@southark.edu

Date of Revision:
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South Arkansas Community College
Respiratory Therapy Program
Course Description Changes
10/2017

The course descriptions and numbers/titles have been changed to mirror the proposed curriculum change.

Current

Proposed

Rationale for Change

RESP 2013 PATIENT ASSESSMENT
Pre-requisite: Admission into the
professional program and
completion of all program pre-
requisite courses with a grade of
“C” or higher. This course prepares
the student for patient care
encounters. Content is focused on
interviewing and assessment skills
including medical terms,
acceptable abbreviations, proper
charting, data collection and
analysis. includes, but is not limited
to vital signs, breath sound
differentiation, heart sound
interpretation, blood gas values
and interpretation, PFT’s, X-ray
interpretation, and basic lab
results. The student will be
introduced to various diagnostic
equipment and testing procedures.
The role of the Respiratory
therapist as a member of the Rapid
Response team/Code Blue team is
covered. Lecture and lab.

RESP 2023 RESPIRATORY CARE
SCIENCE |

Pre-requisite: Admission into the
professional program. This course
covers the basic principles of
respiratory therapy, patient
assessment, and equipment utilized
in therapeutic and diagnostic
procedures.

Many of the same topics were
being taught in both RESP 2013
and RESP 2113 so by combining
the two courses, the subject
matter will have a better
transition throughout the
program. And by changing the
name of the course the scope of
study can be widened. All of
the information taught in the
previous two classes have been
mapped into the COARC TMC
detailed content outline from
the NBRC to ensure all material
is still being taught.

2133 RESPIRATORY BASIC SKILLS
Pre-requisite: Admission into the
professional program and
completion of all program pre-
requisite courses with a grade of
“C” or higher. This course provides
a basic foundation for students to
build the knowledge, skills and
attitudes that are required as a
respiratory therapist, and for
success in the program. Course
content includes mathematics,
chemistry, physics, microbiology,

RESP 2023 RESPIRATORY CARE
SCIENCE |

Pre-requisite: Admission into the
professional program. This course
covers the basic principles of
respiratory therapy, patient
assessment, and equipment utilized
in therapeutic and diagnostic
procedures.

Many of the same topics were
being taught in both RESP 2013
and RESP 2113 so by combining
the two courses, the subject
matter will have a better
transition throughout the
program. And by changing the
name of the course the scope of
study can be widened. All of the
information taught in the
previous two classes have been
mapped into the COARC TMC
detailed content outline from
the NBRC to ensure all material
is still being taught.








mechanics of ventilation, research,
and statistical analysis.

RESP 2623 SPECIAL TOPICS AND
SPECIALTIES IN RESPIRATORY CARE
Pre-requisite: Admission into the
professional program and
completion of all previous
semester program courses with a
grade of “C” or higher. The content
of this course focuses on
employment skills, professional
skills, and specialized areas of
practice in respiratory care.
Includes the legal and ethical
aspects of respiratory care,
outpatient care and home care
environments, and specialized
patient populations. Lecture only.

RESP 2323 RESPIRATORY CARE
SCIENCE I

Pre-requisite: Admission into the
professional program and
completion of all previous semester
program courses with a grade of
“C” or higher. This course covers
the advanced principles of
respiratory therapy, patient
assessment, and equipment utilized
in therapeutic and diagnostic
procedures. Course is designed to
provide the respiratory therapy
student an introduction to
cardiopulmonary rehabilitation,
home care, end of life care, and
polysomnography. Students will
also be introduced to diagnostic
testing and invasive monitoring of
the critically ill patient.

Many of the same topics were
being taught in both RESP 2623
and RESP 2123 so by combining
the two courses, the subject
matter will have a better
transition throughout the
program. And by changing the
name of the course the scope of
study can be widened. All of
the information taught in the
previous two classes have been
mapped into the COARC TMC
detailed content outline from
the NBRC to ensure all material
is still being taught.

RESP 2123 THERAPEUTIC
ASSESSMENT | Pre-requisite:
Admission into the professional
program and completion of all
previous semester program
courses with a grade of “C” or
higher. This course is designed to
strengthen the assessment of
therapy acquired in basic skills
classes. This course includes
certification in advanced cardiac
life support (ACLS) and a
laboratory component that
requires students to satisfactorily
complete skills competencies prior
to program advancement. Lecture
and lab.

RESP 2323 RESPIRATORY CARE
SCIENCE I

Pre-requisite: Admission into the
professional program and
completion of all previous semester
program courses with a grade of
“C” or higher. This course covers
the advanced principles of
respiratory therapy, patient
assessment, and equipment utilized
in therapeutic and diagnostic
procedures. Course is designed to
provide the respiratory therapy
student an introduction to
cardiopulmonary rehabilitation,
home care, end of life care, and
polysomnography. Students will
also be introduced to diagnostic
testing and invasive monitoring of
the critically ill patient.

Many of the same topics were
being taught in both RESP 2623
and RESP 2123 so by combining
the two courses, the subject
matter will have a better
transition throughout the
program. And by changing the
name of the course the scope of
study can be widened. All of
the information taught in the
previous two classes have been
mapped into the COARC TMC
detailed content outline from
the NBRC to ensure all material
is still being taught.

RESP 2223 CLINICAL PRACTICE |
Pre-requisite: Admission into the
professional program and
completion of all program pre-
requisite courses with a grade of

RESP 2224 CLINICAL PRACTICE |
Pre-requisite: Admission into the
professional program and
completion of all program pre-
requisite courses with a grade of
“C” or higher. This course provides

Course number is changing due
to the change in credit hours for
this course. Credit hours are
increasing from 3 to 4.








“C” or higher. This course provides
students the opportunity to apply
previous learning, principles of
physics, anatomy and physiology,
patient assessment, basic
equipment and testing, techniques
in a clinical care settings and
alternate sites. Sites may include
long term care facilities, pulmonary
rehab, the home, sleep labs,
ambulance services, hospice,
physician offices and sub-acute
specialty units. Principles of
interdisciplinary team work and
written and oral patient
communication will be
emphasized.

students the opportunity to apply
previous learning, principles of
physics, anatomy and physiology,
patient assessment, basic
equipment and testing, techniques
in a clinical care settings and
alternate sites. Sites may include
long term care facilities, pulmonary
rehab, the home, sleep labs,
ambulance services, hospice,
physician offices and sub-acute
specialty units. Principles of
interdisciplinary team work and
written and oral patient
communication will be emphasized.

RESP 2543 CLINICAL PRACTICE Il
Pre-requisite: Admission into the
professional program and
completion of all previous
semester program courses with a
grade of “C” or higher. This clinical
experience provides students the
opportunity to further synthesize
all respiratory care learning along
with a more expanded knowledge
base and critical care skill set to
care for complex medical patients
across the life span in clinical care
setting including patients on
mechanical ventilation in critical
care units. Students will
competently initiate, deliver,
monitor, evaluate effectiveness
and modify respiratory plans of
care and respiratory therapeutics.

RESP 2544 CLINICAL PRACTICE Il
Pre-requisite: Admission into the
professional program and
completion of all previous semester
program courses with a grade of
“C” or higher. This clinical
experience provides students the
opportunity to further synthesize
all respiratory care learning along
with a more expanded knowledge
base and critical care skill set to
care for complex medical patients
across the life span in clinical care
setting including patients on
mechanical ventilation in critical
care units. Students will
competently initiate, deliver,
monitor, evaluate effectiveness and
modify respiratory plans of care
and respiratory therapeutics.

Course number is changing due
to the change in credit hours for
this course. Credit hours are
increasing from 3 to 4.










Summer 1

CSCI 1003
RESP 1001
RESP 2003
RESP 2023

Fall 2

RESP 2233
RESP 2113
RESP 2213
RESP 2224

Spring 2

RESP 2323
RESP 2523
RESP 2513
RESP 2544

Summer 2

RESP 2553

RESP 2613

South Arkansas Community College Respiratory Therapy

Purposed Curriculum Change

Computer-Information Processing
Intro to Respiratory Therapy
Cardiopulmonary Physiology

Respiratory Care Science |

Cardiopulmonary Pharmacology
Respiratory Equipment
Cardiopulmonary Pathophysiology

Clinical Practice |

Respiratory Care Science Il
Mechanical Ventilation
Neonatal and Pediatric Respiratory Care

Clinical Practice Il

NBRC Exam Prep

Clinical Practice Il

Credit Hours
3
1
3

3
Total=10

3
4
Total=13

3
4
Total=13

3

3
Total=6








MEMO

TO: Curriculum Committee (%&M

FROM: Jennifer Parks, PT, DPT, PTA Program Director
SUBJECT: Request to change course descriptions
DATE: June 1, 2017

The attached documents include the “Curriculum Committee Information Sheet” and the
proposed changes to all of the PTAP course descriptions.

These changes are requested to

1) To be in compliance with recommendations from the Commission on
Accreditation in Physical Therapy (CAPTE)

2) To be consistent within the program course descriptions

3) To clarify course content

The recommendations for change do not impact any other college courses or the
prerequisites for the PTA Program

Content to be removed is indicated by strikethrough and is highlighted in yellow

Content to be added is written in red





Curriculum Committee Information Sheet

Change or addition requested:
new course
__X___ modification of existing course
change of course number
change in curriculum/required courses/prerequisites
other

Brief explanation of change/addition requested: (Use addition sheets if necessary. Scan and send to
curriculum committee electronically)

e Change in course descriptions

e Changes impact only the PTA Program (no change to prerequisites or other courses)

Reason for requested change/addition:
e Compliance with accreditation requirements; clarification of content

If request is for new or modified course, please attach syllabus to request.

YES NO
1. Will additional faculty be required to make this change? _X___
2. Are Library Media Center resources adequate to meet
requirements for this change? X
3. Will this change require purchase of additional equipment? X
4, Will this change require additional space? X
5. Which divisions will be affected by this change? Health Science / PTA Program
6. Have you consulted division heads affected? _X
7. Have you consulted program heads affected? _X
8. if the change is a course, what is the projected enroliment? no change_
9. If the change is a course, how often would this course be offered? __no change
10. Does this change affect a general education course? X
11. If so, list major and degree.
Digitally signed by

( : . Caroline Hammond

Signature of Division Dean lé [ e o X approve do not approve

Digitally signed by Jim Bullock

DN: cn=Jim Bullock, o=Division of

Signature of VP of Learning Jim Bullocl suensenices oustudent \/approve do not approve
email=jbullock@southark.edu, c=US
Date: 2017.06.07 11:28:40 -05'00"
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FOR CURRICULUM COMMITTEE

PTAP 1002 INTRODUCTION FOR PHYSICAL THERAPIST ASSISTANTS

Prerequisites: completion of BSTD courses (exception BSTD 0513 and SASC 0103). History of physical
therapy from WWI and polio epidemic to the present; similarities and differences in PT and PTA
education, practice and responsibilities; medical ethics, legal practice, and current healthcare issues
affecting physical therapy. Lecture: 33 contact hours

PTAP 2304 PATHOPHYSIOLOGICAL CONDITIONS

Required Pre-requisites: Admission to the Physical Therapist Assistant Program. Co-requisites: PTAP
2315/L, PTAP 2323. This course includes the sStudy of disease pathophysiology, etiology, clinical signs
and symptoms of many diseases and ijaries- injury-related problems seen in physical therapy. Emphasis
is placed on the process of inflammation and healing, pain, causes of disease, musculoskeletal conditions,
cardiopulmonary conditions, and diseases affecting endocrine, biliary and hepatic, immunity, vascular,
and reproductive systems that are common to the field of physical therapy. Medical, surgical, and
physical therapy management is presented. Medical literature research is required.

Lecture hours: 64 contact hours

PTAP 2315/L. APPLIED PHYSICAL THERAPY I/LAB

Required Pre-requisites: Admission to the Physical Therapist Assistant Program

Co-requisites: PTAP 2304, PTAP 2323. Applied Physical Therapy I involves the study of pPhysical
therapy data collection procedures relating to patient status (temperature, heart rate, blood pressure,
respiration, pain), and selected therapeutic interventions such as asepsis, universal precautions, sterile
technique, body mechanics, transfers, positioning, gait training with assistive devices, and range of
motion exercises, stretching exercises, peripheral joint mobilization, resistive exercises for the upper
extremity, and data collection related to assessment of motion and strength for the upper extremitys.
Students must demonstrate competency in the use of selected therapeutic assessments interventions.
Emphasis shall be places on effective oral and written communication, the roles of the other members of
the health care team, and the performance of treatment interventions as developed by the PT. three-heurs
jecture-and-four-hours-ef-lab: Lecture hours: 45 hours. Lab hours: 60 hours

PTAP 2323 ADMINISTRATION AND MANAGEMENT FOR PHYSICAL THERAPIST
ASSISTANTS
Reqtured Pre requISltes Admission to the Physical Therapist Assistant Program

~Co-requisites: PTAP 2315/L, PTAP 2304. Principles of
Admmlstratlon and Management focuses on sSuccess strategies for PTA students; patient-care issues
such as modes of reimbursement, DRG, and hospital organizations. This course also addresses physical
therapy professional issues such as the American Physical Therapy Association; the Arkansas and
Louisiana State Physical Therapy Practice Acts and Rules and Regulations; ethical conduct; liability /
malpractice; and culturally sensitive communication with patients/families, communication with other
health care providers, as well as PT/PTA communication.
Lecture hours: 48 contact hours






PTAP 2406/L PHYSICAL THERAPY PROCEDURES/LAB
Prerequisites: PTAP 2315/L, PTAP 2323, PTAP 2304. Co-requisites: PTAP 2415/L, PTAP 2424,

Physical Therapy Procedures includes the study of the pRrinciples and techniques of modalities
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intermittent-compressien) used in the plan of care developed by the physical therapist (PT). ineluding
Included are the indications and contraindications for each modality and patients’ physiological response
to each modality with a wide variety of musculoskeletal, neuromuscular, and medical conditions;.
Empbhasis is placed on effective oral and written communication techniques with patient/family, the health

care team, and the supervising PT. physical-therapy-interventie

care-team--and-the-supervising PT- Students must demonstrate competency in the use of selected
therapeutic interventions. Examples of such modalities include: superficial and deep heating agents;
cryotherapy; electrical stimulation; mechanical traction; and intermittent compression. Also physical
therapy interventions include wound care / debridement; stump care and prosthetics.

Four-hours-of lecture-and-four-heurs-oftab-Lecture hours: 64 hours. Lab hours: 64 hours

PTAP 2415/L APPLIED PHYSICAL THERAPY II/LAB

Prerequisites: PTAP 2315/L, PTAP 2323, PTAP 2304. Co-requisites: PTAP 2406/L, PTAP 2424 P
Applied Physical Therapy 11 involves the study of physical therapy data collection procedures including:
joint motion, gross manual muscle strength, posture, gait, fatigue, endurance, pulmonary assessment; and
selected patient-eare therapeutic interventions related to application of therapeutic exercise (extremity,
spinal, osteoarthritis / rheumatoid arthritis, DM, OB/GYN, pulmonary, cardiovascular/endurance),
posture correction, and massage to be done by PTAs. Indications, precautions, contraindications, and the
proper use of therapeutic interventions/data collection are stressed. Students must demonstrate
competency in the use of selected therapeutic assessments / interventions. Emphasis shall be placed on eE
ffective oral and written communication, the roles of other members of the health care team, and the
performance of therapeutic interventions/data collection procedures as recommended by the PT are
addressed .-Fhree-hours-lecture-and-4-hours-lab:

Lecture hours: 45 hours. Lab hours: 60 hours

Please use the description from the cataloey

PTAP 2424 CLINICAL PRACTICUM I

Prerequisites: PTAP 2304, PTAP 2315/L, PTAP 2323. Co-requisites: PTAP 2406/L, PTAP 2415/L.
Clinical Practicum 1 is the first of two clinical practicum courses. The student will practice clinical skills
learned in lecture / lab didactic courses and develop competence as an active participant in the health care
team. Under the direction of a supervising physical therapist, the student will implement the plan of care
established by the physical therapist. Heightened emphasis will be placed on oral and written
communication techniques. . Lecture: 10 contact hours. Clinical Education: 200 hours-Five-week-elinieal
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PTAP 2503 PTA SEMINAR
Prerequisites: PTAP 2424, PTAP 2415/L,, PTAP 2406/L= OR completion of PTA Program course of
studies and permission of instructor. Co-requisites: PTAP 2514/L and PTAP 2528 Review-of PFA
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preparation—Review of Physical Therapist Assistant Program content through systematic study of
physical therapist assistant assessment skills, physical therapist assistant treatment implementation, and
professionalism for the physical therapist assistant. Licensure preparation activities; interview and resume

preparations.
Lecture / online assignments: 45 hours
Please use the description from the catalog

PTAP 2514/L NEURO AND REHAB FOR PHYSICAL THERAPIST ASSISTANTS/ LAB
Prerequisites: PTAP 2424, PTAP 2415/L, PTAP 2406/L.-Co-requisite: PTAP 2528 and PTAP 2503.
This course encompasses the study of nNeuroanatomy:; normal and abnormal development; medical,
surgical and physical therapy management of neurological diseases/conditions; facilitation/inhibition
techniques; PNF; motor control and developmental sequence techniques; balance; orthotics; and
functional and environmental data collection. Students must demonstrate competency in the use of
selected therapeutic assessments / interventions. Emphasis shall also be placed on understanding the
psycho-emotional issues encountered by patients / families, the students’ effective oral and written
communication, and the PTA's role in assisting the supervising PT with discharge planning ~Fhree-hours
lecture-and-two-heurslaboratory—Lecture: 48 contact hours; Lab: 33 contact hours

Please use ihe descripbon from the catalog

PTAP 2528 CLINICAL PRACTICUM 11
Prerequisites: PTAP 2424, PTAP 2415/L, PTAP 2406/L. Co-requisites: PTAP 2514/L, and PTAP 2503.
Clinical Practicum 11 is the second of two clinical practicum courses designed to continue the student’s
clinical practice of physical therapy. The clinical internships (two different internships) focus on mastery
of assessment and treatment of musculoskeletal, neurological, surgical, and medical conditions/injuries;
safe / ethical practice under the direction of a supervising physical therapist; professional development;
preparation of in-service; and case studies/presentations. These experiences will allow the student to
develop, improve and demonstrate competence in communication skills, therapeutic techniques and other
patient care skills.

Lecture: 10 hours. Clinical Education: 400 hours
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Curriculum Committee Information Sheet

Change or addition requested:

X

new course
modification of existing course

change of course number

change in curriculum/required courses/prerequisites
plan of study

syllabus (if applicable)

other

Brief explanation of change/addition requested: (Attach additional sheets if necessary. Send to

curriculum committee electronically)

Phlebotomy CP needs revision: Delete the two courses that were part of the MLS program since they are no longer
offered, add a credit hr to Phlebot. course for the applicable content from those courses, and eliminate Basic Computer
course option since no other program requires it, therefore enrollment has been zero for a good while.

Reason for requested change/addition:

If request is for new or modified course, please attach syllabus to reques;c(.ES

1.

10.

11.

Signature of Division Dean

NO
Will additional faculty be required to make this change? _ X
Are Library Media Center resources adequate to meet
requirements for this change? X _
Will this change require purchase of additional equipment? _ X
Will this change require additional space? o X

Which divisions will be affected by this change? HEALTH SCIENCE

Have you consulted division heads affected? X

Have you consulted program heads affected? X

If the change is a course, what is the projected enrollment? 10-12

If the change is a course, how often would this course be offered? Sameas before - Once per semester

Does this change affect a general education course? X

If so, list major and degree.

Digitally signed by Caroline E |
GMI.\} Hammond 1

Date: 2017.10.30 11:26:19 -05'00' Approve Do not approve

1 [ 1

Signature of VPAA Approve:VPAA Do not approve:VPAA






Curriculum Change Request - Phlebotomy

Current Curriculum

COURSE # COURSE NAME CREDIT Rationale for Elimination/Change
HOURS
MLSC 1013 Phlebotomy 3 Need to add a credit hour for adding
content from deleted courses
MLSC 1042 Phlehotomy Practicum 2 No change
HCIT 1003 Medical Terminology 3 No change
HS 1001 or Basic Computers or 10R3 Eliminate HS 1001 Basic Computers option
C5Cl 1003 Computer Information {no other program requires this course;
Processing Change to C5CI 1003 CIP only
MLSC 1001 Introduction to MLS 1 Delete due to no Med Lab Tech program;
Applicable content to be moved to
Phlebotomy course
MSLC 1022 Clinical Microscopy 2 Delete due to most of content is not
applicable for phlebotomists and due to no
Med Lab Tech program; Applicable content
to be moved to Phlebotomy course
TOTAL CREDIT HOURS 12 or 14
Proposed Curriculum
COURSE # COURSE NAME CREDIT Rationale
HOURS
*MLSC 1014 | Phlebotomy/Lab 4 Add one credit hour for addition of
New # applicable content from deleted courses
*MLSC 1042 | Phlebotomy Practicum 2 No change
HCIT 1003 Medical Terminology 3 No change
CsCl 1003 Computer Information 3 Eliminate Basic Computer course option
Processing
TOTAL CREDIT HOURS 12

*Co-Requisite courses
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Curriculum Committee Information Sheet

Change or addition requested:

new course

X modification of existing course

X change of course number

X change in curriculum/required courses/prerequisites
other

Brief explanation of change/addition requested: (Use addition sheets if necessary. Scan and send to
curriculum committee electronically)

These changes are in response to our communities of interest requests to provide well prepared, credentialed
graduates, and the changes are responsive to the concerns of ADHE concerning program viability.
Reason for requested change/addition:

See attached document

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? _ X
2. Are Library Media Center resources adequate to meet

requirements for this change? X _
3. Will this change require purchase of additional equipment? _ X
4, Will this change require additional space? o X
5. Which divisions will be affected by this change? Health & Natural Sciences
6. Have you consulted division heads affected? X _
7. Have you consulted program heads affected? X _
8. If the change is a course, what is the projected enrollment?  25-30
9. If the change is a course, how often would this course be offered? 1 semester each year
10. Does this change affect a general education course? - X
11. If so, list major and degree.

3 . Digitally signed by Caroline Hammond
Signature of Division Dean @"( Date: 2017.10.13 12:53:54 -05'00 approve do not approve

Signature of VP of Learning approve do not approve
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PARAMEDIC PROGRAM TC / AAS MAP

CURRENT COURSE REQUIRMENTS

PREREQUISITES

PREREQUISITES

*** none currently *** MATH FOR HEALTH PROFESSIONS 3 Add as Prereq.
MEDICAL TERMINOLOGY 3 Add as Prereq.
6
TECHNICAL CERTIFICATE TECHNICAL CERTIFICATE
EMSP 1011 - EMS ENVIRONMENT 1 1 EMSP 1011 - EMS ENVIRONMENT 1 1
EMSP 1012 - HUMAN SYSTEMS & ASSESSMENT 2 EMSP 1012 - HUMAN SYSTEMS & ASSESSMENT 3 increase 1 Cr Hr. / co-teach with Biology / change course to EMSP 1003
EMSP 1013 - SHOCK & FLUID THERAPY 3 EMSP 1013 - SHOCK & FLUID THERAPY 3
EMSP 1022 - PHARMACOLOGY 2 EMSP1022 - PHARMACOLOGY 0 eliminate course; material covered in other courses within curriculum
EMSP 1023 - EMERGENCY RESPIRATORY CARE 3 EMSP 1023 - EMERGENCY RESPIRATORY CARE 3
EMSP 1033 - INTERMEDIATE CLINICAL ROTATION 3 EMSP 1033 - INTERMEDIATE CLINICAL ROTATION 3
14 13
EMSP 1014 - PARAMEDIC CLINICAL 1 4 EMSP 1014 - PARAMEDIC CLINICAL 1 4
EMSP 1015 - EMERGENCY CARDIAC CARE 5 EMSP 1615 1024 - EMERGENCY CARDIAC CARE 4 reduce 1 cr. Hr. / content added to EMSP 1003 / change course to EMSP 1024
EMSP 1043 - TRAUMATOLOGY 3 EMSP 1043 - TRAUMATOLOGY 3
EMSP 1053 - MEDICAL EMERGENCIES 1 3 EMSP 1053 - MEDICAL EMERGENCIES 1 3
EMSP 2232 - ASSESSMENT BASED MGMT. 2 EMSP 2232 - ASSESSMENT BASED MGMT. 2
17 16
EMSP 2022 - EMS ENVIRONMENT 2 2 EMSP 2022 - EMS ENVIRONMENT 2 2
EMSP 2101 - PARAMEDIC CLINICAL 2 1 EMSP 2101 - PARAMEDIC CLINICAL 2 1
EMSP 2112 - MEDICAL EMERGENCIES 2 2 EMSP 2112 - MEDICAL EMERGENCIES 2 2
EMSP 2224 - FIELD INTERNSHIP 1 4 EMSP 2224 - FIELD INTERNSHIP 1 4
EMSP 2234 - FIELD INTERNSHIP 2 4 EMSP 2234 - FIELD INTERNSHIP 2 4
13 13
GEN ED COURSES GEN ED COURSES
BSTD 0513 - Intermediate Algebra 3 Eliminate Intermed. Alg.
ENGL 1113 -COMP 1 3 ENGL 1113 - COMP 1 3
ENGL 1123 - COMP 2
or Tech Writing
ENGL 1123 - COMP 2 3 or Interpersonal Communications 3 Add sub. options for ENGL courses
PSYC 2003 - GENERAL PSYCH 3 PSYC 2003 - GENERAL PSYCH Eliminate history course options
AMERICAN GOVT, US HISTORY OR A.E. 3
CSCl 1003 - COMPUTER & INFO PROCESSING 3 CSCI 1003 - COMPUTER & INFO PROCESSING 3
PHYSICAL SCIENCE ELECTIVE 4 12 | |Eliminate elective course options
BIOLOGICAL SCIENCE ELECTIVES 8 Eliminate elective course options
27
AAS PROGRAM HOURS 71 _ 60 | |Decrease AAS total hours from 71 to 60






South Arkansas Community College
P.O. Box 7010 El Dorado AR 71731 1-800-955-2289

September 19, 2017

Dear Curriculum Committee,

In recent months, | have been working closely with the EMS Program Advisory Committee, Dean Hammond
and Administration to address ADHE’s program viability concerns. As a result of our efforts, | am pleased to
present this curriculum change request which is supportive of our students, our communities of interest and
addresses program viability by encouraging more degree completers.

The Program Advisory Committee has expressed desires to have better prepared candidates entering the
paramedic program. To achieve this objective, the proposal adds six (6) credit hours as prerequisite courses —
Math for Health Professions and Medical Terminology.

Additionally, the committee suggests that the Human Systems and Assessment course be increased by one (1)
credit hour to include additional cellular environment information. To achieve a high degree of understanding
of this material, it is recommended that this course include co-teaching by both program faculty and biology
faculty.

The proposal eliminates the Pharmacology course as content currently taught in this course will covered in the
Math for Health Professions and in other courses within the curriculum. Similarly, the Emergency Cardiac Care
course can be reduced by one (1) credit hour.

Lastly, the general education courses have been reduced from 27 hours to 12 hours after reviewing other
programs and consulting with administration and division faculty. The core courses as recommended will
continue to ensure AAS degree graduates are well prepared to enter the workforce.

The worksheet attached shows the course credit hour and name changes required for the restructuring. Thank
you in advance for your kind considerations. Please contact me with any questions or concerns.

With Regards,

Ken Kelley, BBA, NRP, IT
EMS Program Director

i e P e e

3696 East Main Road
East Campus

311 South West Avenue
West Campus
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Curriculum Committee Information Sheet

Change or addition requested:

new course

modification of existing course

change of course number

change in curriculum/required courses/prerequisites
plan of study

syllabus (if applicable)

X other Closure of Medical Transcription program

Brief explanation of change/addition requested: (Attach additional sheets if necessary. Send to
curriculum committee electronically)

Medical Transcription has become essentially obsolete and we have had zero students in that program for at least 2
years. Therefore, it is on ADHE's list of nonviable programs. It is better for us to pro-actively close the program instead
of awaiting ADHE's decision to close it for us, which will occur due to no enroliment.

Reason for requested change/addition:

See above

If request is for new or modified course, please attach syllabus to reques;c(.ES

NO

1. Will additional faculty be required to make this change? _ X
2. Are Library Media Center resources adequate to meet

requirements for this change? N/A _
3. Will this change require purchase of additional equipment? _ X
4, Will this change require additional space? _ X
5. Which divisions will be affected by this change? Health Science
6. Have you consulted division heads affected? X _
7. Have you consulted program heads affected? X _
8. If the change is a course, what is the projected enrollment? NA
9. If the change is a course, how often would this course be offered?
10. Does this change affect a general education course? - X
11. If so, list major and degree.
Signature of Division Dean Date: 2017.11.01 17:18:20 -0500 Approve Do not approve

1 [ 1

Signature of VPAA Approve:VPAA Do not approve:VPAA
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Curriculum Committee Information Sheet

Change or addition requested:
new course
modification of existing course
change of course number
X change in curriculum/required courses/prerequisites
other

Brief explanation of change/addition requested: (Use addition sheets if necessary. Scan and send to
curriculum committee electronically)

We are proposing creating 4 separate tracks to the General Business degree. They include a General
Management track, an Entrepreneurship track, an Office Technology Track, and an Internship track
based on the old Mid-management option. All of the Business A.A.S. graduates would be in one group
for the purposes of program viability.

Reason for requested change/addition:

Adding the Entrepreneurship option will hopefully produce more Entrepreneurship TC's, as students get
them along the way to the A.A.S. The Office Technology option will allow the phasing out of the Office
Technology A.A.S. The differences in the skill sets are diminishing and our advisory committee voted to
approve the switch of office technology to the General Business degree in its spring 17 meeting. The
Mid-management track has previously been shown as a separate degree. It is non-viable as a separate
degree.

If request is for new or modified course, please attach syllabus to request.

YES NO

1. Will additional faculty be required to make this change? _ X
2. Are Library Media Center resources adequate to meet

requirements for this change? _ X
3. Will this change require purchase of additional equipment? _ X
4. Will this change require additional space? _ X
5. Which divisions will be affected by this change? Business and Office Tech only
6. Have you consulted division heads affected? _ n/a
7. Have you consulted program heads affected? _ n/a
8. If the change is a course, what is the projected enrollment? n/a
9. If the change is a course, how often would this course be offered? n/a

10. Does this change affect a general education course? X






11. If so, list major and degree.

Signature of Division Dean approve do not approve

Signature of VP of Learning approve  do not approve








Associate of Applied Science
General Business 2016-2017

Name Student ID # Date

Course Number Course Exempt ‘ Completed Enrolled Transfer

BSTD 0603 English |
BSTD 0613 English 1l
BSTD 0413 Elementary Algebra

BSTD 0513 Intermediate Algebra

ADMS 1013 Fund of Keyboarding

Requirements Course Semester Grade Credits Comments
First Semester Fifteen (15) hours

ENGL 1113 Composition |

ADMS 1003 Introductory Accounting

BUSI 1003 The American Enterprise System OR

ENTR 1003 Introduction to Entrepreneurship

CSCI 1003 Computers and Information Processing

MGMT 1113 Introduction to Management

Second Semester Fifteen (15) hours
MATH 1023 College Algebra OR
MATH 1333 Math Applications for Business

BUSI 2063 Business Communications
ACCT 2003 Principles of Accounting |
CSCl 2143 Microcomputers: Business Applications

BLAW 2013 Legal Environment of Business

Third Semester Fifteen (15) hours

ENGL 1123 Composition Il
ACCT 2103 Principles of Accounting Il

ECON 2003 Macroeconomic Principles
BUSI 2013 Business Statistics

CSCI 2223 EXCEL

Fourth Semester Fifteen (15) hours

BUSI 2043 Customer Service and Support

ACCT 2113 Computerized Accounting Systems
ECON 2103 Microeconomic Principles

ENGL 2123 Advanced Grammar and Composition
Approved Business Elective

Suggested Electives

BUSI 2903 Special Topics in Business
CSCI 2703 Professional Projects & Portfolio Design
MGMT | 2113 Management Skills
ENTR 2003 Professional Sales and Advertising
MGMT | 1114 Job Practicum
CSClI 1113 Social Media

*other courses with approval of Dean

Substitutions Must have form signed & attached

Total Credit Hours 60

SouthArk Transfer Current Hours Overall Hours GPA Last 15 at SouthArk Any 30 at SouthArk








STUDENT MUST COMPLETE 60 HOURS AND HAVE A 2.00 OR ABOVE CUMULATIVE GPA.

| understand that when seeking a degree, | may be required to enroll in basic skills courses as a result of my test scores and

Arkansas Law, Act 1052, and it will take additional semesters to complete a degree.

Student Date
Advisor’s Signature Date
Vice President of Learning Date

Date expected to Graduate

Revised 2-2017










Associate of Applied Science
General Business Entrepreneurship option 2018-2019

Course Course Exempt Completed Enrolled Transfer
Number
BSTD 0603 | English |
BSTD 0613 | English Il
BSTD 0413 | Elementary Algebra
BSTD 0513 | Intermediate
Algebra
ADMS 1013 | Fund of
Keyboarding

Requirements

First Semester

Course

Fifteen (15) hours

Semester Grade Credits Comments

ENGL 1113 | Composition |

ADMS 1003 | Introductory Accounting

ENTR 1003 | Introduction to Entrepreneurship Or

BUSI 1003 | American Enterprise System (with approval)
CSClI 1003 | Computers and Information Processing
MGMT | 1113 | Introduction to Management

Second
Semester

Fifteen (15) hours

MATH 1023 | College Algebra OR

MATH 1333 | Math Applications for Business

BUSI 2063 | Business Communications

ACCT 2003 | Principles of Accounting |

CSClI 2143 | Microcomputers: Business Applications








BLAW 2013 | Legal Environment of Business

Third Semester  Fifteen (15) hours

ENGL 1123 | Composition Il

ACCT 2103 | Principles of Accounting Il

ECON 2003 | Macroeconomic Principles

ENTR 2003 | Professional Sales and Advertising
MGMT | 1113 | Introduction to Management

Fourth Fifteen (15) hours
Semester
BUSI 2043 | Customer Service and Support
CSCI 1113 | Social Media

ECON 2103 | Microeconomic Principles

ENTR 2033 | Feasibility and Funding

MGMT | 2113 | Management Skills

Approved Business Elective

Suggested Electives

BUSI 2903 | Special Topics in Business

CScl 2703 | Professional Projects & Portfolio Design

ACCT 2113 | Computerized Accounting Systems

BUSI 2013 | Business Statistics

MGMT | 1114 | Job Practicum

CSCl 2223 | Excel

*other courses with approval of Dean










Associate of Applied Science
General Business Office Technology option 2018-2019

Course Course Exempt Completed Enrolled Transfer
Number
BSTD 0603 | English |
BSTD 0613 | English Il
BSTD 0413 | Elementary Algebra
BSTD 0513 | Intermediate
Algebra
ADMS 1013 | Fund of
Keyboarding

Requirements

First Semester

Course

Fifteen (15) hours

Semester Grade Credits Comments

ENGL 1113 | Composition | 3
ADMS 1003 | Introductory Accounting 3
ADMS 1023 | Intermediate Keyboarding 3
MGMT | 1113 | Introduction to Management 3
CSClI 1003 | Computers and Information Processing 3

Second
Semester

Fifteen (15) hours

MATH 1023 | College Algebra OR 3

MATH 1333 | Math Applications for Business

BUSI 2063 | Business Communications 3

CSClI 1903 | Desktop Publishing 3

CScl 2143 | Microcomputers: Business Applications 3
Approved Business Elective 3








Third Semester  Fifteen (15) hours

ENGL 1123 | Composition 3

BUSI 1003 | The American Enterprise System OR

ENTR 1003 | Introduction to Entrepreneurship 3

ECON 2003 | Macroeconomic Principles 3

Cscl 2223 | EXCEL Or 3

cscl 2413 | Advanced Microsoft Office

ACCT 2003 | Principles of Accounting | 3

Fourth Fifteen (15) hours

Semester

BUSI 2043 | Customer Service and Support 3

ADMS 2703 | Profession Projects and Portfolio Design 3

ECON 2103 | Microeconomic Principles 3

ENGL 2123 | Advanced Grammar and Composition 3
Approved Business Elective 3

Suggested Electives

BUSI 2903 | Special Topics in Business

ADMS 1003 | Keyboarding Fundamentals

MGMT | 2113 | Management Skills

ENTR 2003 | Professional Sales and Advertising

MGMT | 1114 | Job Practicum

Cscl 1113 | Social Media

*other courses with approval of Dean










Associate of Applied Science--General Business
Mid-management/Internship option 2018-2019

Course Course Exem Comple Enrolled Transfer
Number pt ted

BSTD 0603 English |

BSTD 0613 English 1l

BSTD 0413 Elementary Algebra

BSTD 0513 Intermediate Algebra

ADMS | 1013 Fund of Keyboarding

Requirements

First Semester

Course

Fifteen (15) hours

Semester Grade Credits Comments

ENGL 1113 Composition | X 3

ADMS | 1003 Introductory Accounting (or Business Elective**) | x 3

BUSI 1003 The American Enterprise System OR X 3

ENTR 1003 Introduction to Entrepreneurship

CSClI 1003 Computers and Information Processing X 3

MGMT | 1113 Introduction to Management X 3
15

Second Fifteen (16) hours

Semester

MATH | 1023 College Algebra OR X 3

MATH | 1333 Math Applications for Business

MGMT | 1114 Job Practicum/Internship | X 4

ACCT 2003 Principles of Accounting | X 3

CScl 2143 Microcomputers: Business Applications X 3

BLAW | 2013 Legal Environment of Business 3








Third Semester  Fifteen (16) hours

ENGL 1123 Composition Il 3

BUSI 2063 Business Communications 3

ECON 2003 Macroeconomic Principles 3

MGMT | 2614 Job Practicum/Internship 1l 4

CScl 2223 EXCEL 3

16

Fourth Fifteen (13) hours

Semester

BUSI 2043 Customer Service and Support 3

MGMT | 2214 Job Practicum/Internship 1l 4

ECON 2103 Microeconomic Principles 3
Approved Business Elective from BUSI,CSCI, 3

MGMT, ENTR, ADMS or BLAW courses

Suggested Electives

BUSI 2903 Special Topics in Business

CScl 2703 Professional Projects & Portfolio Design
MGMT | 2113 Management Skills

ENTR 2003 Professional Sales and Advertising

CSClI 1113 Social Media

*other courses with approval of Dean

** for those prepared to go directly into
Principles of Accounting |










Academic Core Non-core

Comp | General Management
Compl Il Int Acct or elective
Math Int to Mang
CIP Legal Env
Macro E Excel
PA I
Business Core Bus Stat
Prin Acct | Customer Service
MICRO ECON CAA
Business Comm Advanced Grammar
Micro Bus Appl Elective (BUSI, CSCI, ACCT, MGMT, ENTR, ADMs, or BLAW)

Am. Ent System or Intro to Ent

Entrepreneurial Mid-Management Internship

Int Acct or elective Intern |

Prof sales and advertising Intern II.

feasibility and funding Intern lll.

Customer Service Int Acct or elective

Legal Env Int to Mang

Int to Mang cip

Social Media Customer Service

Management skills Legal Env

Prin Acct Il Elective (BUSI, CSCI, ACCT, MGMT, ENTR, ADMs, or BLAW)

Elective (BUSI, CSCI, ACCT, MGMT, ENTR, ADMs, or BLAW)

Office Technology

Excel or DB or adv micro appl
DTP

Prof Proj

Customer Service

Int to Mang

Clp

Int kB

Advanced Grammar

Int Acct or elective

Elective (BUSI, CSCI, ACCT, MGMT, ENTR, ADMs, or BLAW)
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Academic Affairs Council Standing Committees’
Meeting Times and Locations

Distance Learning Committee
o Chair: Jennifer Baine
0 Meeting Time: 2" Monday of the month at 4:30 pm, TEC Conference Room
= Every other Month, the committee will meet electronically. Please contact Robert
Norman to join in for the electronic meeting.

Library Committee
0 Chair: Dr. Rhonda Lee-Ernest
» Meeting Time: 3" Tuesday of the month at 3:00 pm, Library

Faculty Affairs Committee
o Chair: Linda Bates
= Meeting Time: 3" Thursday of the month at 4:00 pm, WHT 211

Assessment Committee
o0 Chair: Christy Wilson
0 Meeting Time: 2" Tuesday of every month at 4:00 pm
= Odd Months (September, November, January, March, May) — TEC Conference
Room
= Even months (October, December, February, April) — McGehee Conference
Room

Academic Standards Committee
0 Chair: Roslyn Nipper
0 Meeting Time: Meets as needed
*= Monday at 3:00 pm, HSC 1% Floor Lecture Hall

Curriculum Committee
o0 Chair: Dr. Sterling Claypoole
0 Meeting Time: Meets as needed
= No set day, time, or location.





