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Curriculum Advisory Board 


November 20, 2020 
1:30 pm 
Zoom  


Approved Meeting Minutes 
 
 
Voting Members Present 
Jennifer Bergman, Daniel Birdsong, Adrienne Caughfield, Jillian DeShazo (proxy - Michael Rose), Kathy Fant, 
Sean Geraghty, Cynthia Gruver, John "Rusty" Haggard, Tony Howard, Joan Hunsaker, Linda Kapocsi, Kim Lower, 
Paul Manganelli, Melinda McBee, James Mergerson, Gwen Miller, Barry Piazza, Mark Popowski, Charles Ring, 
Steven Rizzo, Michael (Mike) Rose, Donna Smith (proxy - Sean Geraghty), Helen Wang  
 
Voting Members Absent 
Jillian DeShazo (proxy - Michael Rose), Donna Smith (proxy - Sean Geraghty) 
 
Non-Voting Members Present 
Brenda Carter, Brenden Mesch, Candace Hamilton-Meserole, Cameron Neal, Diana Hopes, Karen Murph, Mari 
Lopez, Lacy Castleman, Anne Reid 
 
Non-Voting Members Absent 
Gloria Hurtado-Diaz  
 
Others Present 
Todd Fields, David Liska, Marina Kuryshina, Allison Venuto, Yidong Zhang 
 
Meeting is called to order 


New Curricular Proposals 


♦ Business Office Support Systems – Angela Payne / Andrea Szlachtowski 
• Proposed Program/Course Revisions 


o Terminate the Level 1 Certificate in Business Office Support Systems, the Accounting Support OSA, 
and the Business Office Support Systems OSA 


o Create two new Level 1 Certificates: Software Application Specialist and Administrative Support 
Specialist 


o Terminate POFT 2301 Intermediate Keyboarding and replace with new Local Need course POFT 2371 
Strategies in Social Media 


o Revise POFT 1349 Administrative Office Procedures II prerequisites: remove POFT 2301 as a 
prerequisite since the course is being terminated 


o Terminate POFT 2303 Speed and Accuracy Building and replace with new course POFT 2331 
Administrative Project Solutions 


o Add “See Mathematics Options” for MATH 1332 Contemporary Mathematics to allow students to 
apply any core Math course as an option 


o Add a second elective course to the AAS – Business Office Support Systems 
o Revise the elective options in the AAS – Business Office Support Systems to add more course options 


to be relevant to specific career paths and needs 
o Add an elective course to the Level 1 Certificate Medical Office Support; elective options provided are 


the same as the options listed in the AAS – Business Office Support Systems 
o Revise POFT 2312 Business Correspondence and Communication: remove POFT 1329 Beginning 


Keyboarding as a prerequisite 
o The changes will be in alignment with marketable skills and program outcomes. 


• Discussion 
o No issues with proposal.  Motion to accept proposal.  Seconded.  Proposal recommended. 


 
 
 







Expedited Proposals Report 
 
♦ Biomedical Equipment Technology - Tripat Baweja, Director, Engineering Technical Programs 


• Proposed Program/Course Revisions 
o Requesting to add CETT 1409 as a prerequisite to BIOM 2315 and BIOM 2343 courses. Since BIOM 


2315 and BIOM 2343 courses focus on circuit analysis, operation, repair, and service of medical 
electrical devices, it is essential that students learn the basics by taking CETT 1409 before taking these 
classes. Fall 2021 


• Discussion 
o No issues with proposal.  Motion to accept proposal.  Seconded.  Proposal recommended. 


 
♦ Drama / Theatre - Shannon Kearns, Discipline Lead and Professor of Theatre 


• Proposed Program/Course Revisions 
o Revise DRAM 2366 course description to remove additional information and match ACGM.  Fall 


2021 
• Discussion 


o No issues with proposal.  Motion to accept proposal.  Seconded.  Proposal recommended. 
 
♦ Metal Arts - Luke Sides, Professor 


• Proposed Program/Course Revisions 
o Proposing change in title to one of the Certificate Level 1 awards, and the course titles for two courses. 


When advising students, it has become apparent that the titles are confusing to them. Students have 
reported that they do not have a clear understanding of the courses. Many students thought these were 
lecture only courses. Changing the title to Metal Casting will solve this issue. The name change aligns 
with other course titles in the Metal Arts track. All the other courses have Metal in the title, such as 
Metal Sculpture, Art Metals, and Metalsmithing, so changing the name to Metal Casting will align 
with these classes.  Fall 2021 Proposed changes: 


o Certificate Level 1 – Introduction to Foundry Practices Metal Casting 
o WLDG 1371 Introduction to Foundry Practices Metal Casting 
o WLDG 2471 Advanced Foundry Practices Metal Casting 


• Discussion 
o CAB tabled this proposal. Requesting discipline representative to attend and speak with the committee 


at an upcoming meeting to provide more clarity for their rationale. 
 
Informational Report  


♦ Course Terminations 
• Courses No Longer Offered – Courses no longer offered in multiple disciplines will be terminated from the 


course inventory in Summer 2021. 
• MATH 1414 Termination - Originally scheduled to be terminated in fall 2021, this has been moved to be 


terminated in spring 2021. 
 
Deans’ Liaison Report 


• None 
 


Faculty Council Report 


• None 
 
CAB Business  


• Status of CAB Recommendations 
o Biology 2401 curricular proposal was approved pending further revisions due to upcoming new TSI 


scores and reevaluating how TSI requirements are listed in the catalog course descriptions. 
 


Other Business 







• Congratulations to Dr. Diana Hopes.  Dr. Hopes has accepted the new position of Executive Dean of the 
Farmersville Campus, and will no longer be involved with CAB.  


• Congratulations to Karen Murph.  Karen is retiring at the end of this year. 
• Lacy Castleman will be taking over the CAB email announcements, beginning with the December 2020 


meeting. 
 


Next Meeting – December 11, 2020 


Move to end meeting. Seconded. Meeting ended. 
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COLLIN COLLEGE 
Curriculum Outline



METAL ARTS



AAS - Metal Arts  CIP 50.0714



FIRST YEAR Lecture Lab External
First Semester
WLDG 1308 Metal Sculpture 2 4 0 96 3
WLDG 1428 Introduction to Shielded Metal Arc Welding (SMAW) 2 5 0 112 4
WLDG 1430 Introduction to Gas Metal Arc Welding (GMAW) 2 4 0 96 4
WLDG 1434 Introduction to Gas Tungsten Arc (GTAW) Welding 2 5 0 112 4



Total Hours 8 18 0 416 15



Second Semester Lecture Lab External
WLDG 1371 Introduction to Foundry Practices Metal Casting 2 4 0 96 3
WLDG 1401 Metalsmithing 2 5 0 112 4
WLDG 2447 Advanced Gas Metal Arc Welding (GMAW) 2 5 0 112 4
WLDG 2451 Advanced Gas Tungsten Arc Welding (GTAW) 2 5 0 112 4



Total Hours 8 19 0 432 15



SECOND YEAR
First Semester Lecture Lab External
GEN ED Humanities/Fine Arts course 3 0 0 48 3
GEN ED Mathematics course 3 1 0 64 3
WLDG 1405 Art Metals 2 5 0 112 4
WLDG 2471 Advanced Foundry Practices Advanced Metal Casting 2 5 0 112 4



Total Hours 10 11 0 336 14



Second Semester Lecture Lab External
ENGL 1301 Composition I 3 1 0 64 3
GEN ED Social/Behavioral Sciences course 3 0 0 48 3
SPCH 1321 Business and Professional Communication (See Speech options) 3 0 0 48 3
ARTS 2326 Sculpture 2 4 0 96 3
WLDG 2440 Advanced Metal Sculpture1 (Capstone) 2 5 0 112 4



Total Hours 13 10 0 368 16



GRAND TOTAL HOURS 29 58 0 1552 60



1. May substitute WLDG 2480, with consent of Associate Dean



Contact
Hours



Credit
Hours



Contact
Hours



Credit
Hours



Contact
Hours



Credit
Hours



Contact
Hours



Credit
Hours








			AAS - Metal Arts










COLLIN COLLEGE
Curriculum Outline



METAL ARTS



CIP 50.0714
22 Credit Hours



First Semester Lecture Lab External
Contact
Hours



Credit
Hours



WLDG 1371 Introduction to Foundry Practices Metal Casting 2 4 0 96 3
WLDG 1428 Introduction to Shielded Metal Arc Welding (SMAW) 2 5 0 112 4
WLDG 1430 Introduction to Gas Metal Arc Welding (GMAW) 2 4 0 96 4
WLDG 1434 Introduction to Gas Tungsten Arc (GTAW) Welding 2 5 0 112 4



TOTAL HOURS 8 18 0 416 15



Second Semester Lecture Lab External
Contact
Hours



Credit
Hours



ARTS 2326 Sculpture 2 4 0 96 3
WLDG 2471 Advanced Foundry Practices Advanced Metal Casting (Capstone) 2 5 0 112 4



TOTAL HOURS 4 9 0 208 7



GRAND TOTAL HOURS 12 27 0 624 22



Certificate - Level I - Foundry Metal Casting








			Cert 1 Metal Casting










COLLIN COLLEGE
Curriculum Outline



METAL ARTS



Certificate - Level 2 - Metal Arts CIP 50.0714
45 Credit Hours
Students must be TSI complete.



FIRST YEAR Lecture Lab External
Contact
Hours



Credit
Hours



First Semester
WLDG 1401 Metalsmithing 2 5 0 112 4
WLDG 1308 Metal Sculpture 2 4 0 96 3
WLDG 1428 Introduction to Shielded Metal Arc Welding (SMAW) 2 5 0 112 4
WLDG 1430 Introduction to Gas Metal Arc Welding (GMAW) 2nd 8 weeks 2 4 0 96 4



TOTAL HOURS 8 18 0 416 15



Lecture Lab External
Contact
Hours



Credit
Hours



Second Semester
WLDG 1405 Art Metals 2 5 0 112 4
WLDG 1371 Introduction to Foundry Practices Metal Casting 2 4 0 96 3
WLDG 1434 Introduction to Gas Tungsten Arc (GTAW) Welding 2 5 0 112 4
WLDG 2447 Advanced Gas Metal Arc Welding (GMAW) 2 5 0 112 4



TOTAL HOURS 8 19 0 432 15



SECOND YEAR Lecture Lab External
Contact
Hours



Credit
Hours



First Semester
WLDG 2440 Advanced Metal Sculpture1 (Capstone) 2 5 0 112 4
ARTS 2326 Sculpture 2 4 0 96 3
WLDG 2471 Advanced Foundry Practices Advanced Metal Casting 2 5 0 112 4
WLDG 2451 Advanced Gas Tungsten Arc Welding (GTAW) 2 5 0 112 4



TOTAL HOURS 8 19 0 432 15



GRAND TOTAL HOURS 24 56 0 1280 45



1. May substitute WLDG 2480, with consent of Associate Dean








			Cert 2 Metal Arts










COLLIN COLLEGE 
 



COURSE SYLLABUS  
 
 
 
Course Number:  BIOM 2315 
 
Course Title:  Physiological Instruments I 
 
Course Description:  Theory of operation, circuit analysis, and troubleshooting physiological 



instruments. 
 
Course Credit Hours: 3  
             Lecture Hours: 2 



       Lab Hours: 3 
 
Prerequisites:  BIOM 2311 and CETT 1409   
                                                       
Student Learning Outcomes 



State-mandated Outcomes:  Upon successful completion of this course, students will: 
1. Describe principles of operation of physiological instruments. 
2. Demonstrate operation of physiological instruments. 
3. Demonstrate troubleshooting and repair of physiological instruments. 



Additional Collin Outcomes:  
1. Perform calibration of physiological instruments. 
2. Apply required safety procedures.  
3. Perform an electrical equipment safety analysis. 
4. Properly document all tests, calibrations, and repairs.  



 
Withdrawal Policy:  See the current Collin Registration Guide for the last day to withdraw. 
 
Collin College Academic Policies:  See the current Collin Student Handbook. 
 
Americans with Disabilities Act:  Collin College will adhere to all applicable federal, state and 



local laws, regulations and guidelines with respect to providing reasonable accommodations 
as required to afford equal opportunity.  It is the student’s responsibility to contact the 
ACCESS office, SCC-D140 or 972.881.5898 (V/TTD: 972.881.5950) to arrange for 
appropriate accommodations.  See the current Collin Student Handbook for additional 
information. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Fall 2021 Rev 



COURSE INFORMATION 








			Course Number:  BIOM 2315










COLLIN COLLEGE 
 



COURSE SYLLABUS  
 
 
 
Course Number:  BIOM 2343 
 
Course Title:  General Medical Equipment II 
 
Course Description:  Theory and principles of operation of a variety of basic electro-mechanical 



equipment with emphasis on repair and service of actual medical equipment. 
 
Course Credit Hours: 3  
             Lecture Hours: 2 



       Lab Hours: 3 
 
Prerequisites:  BIOM 2311 and CETT 1409   
                                                       
Student Learning Outcomes 



State-mandated Outcomes:  Upon successful completion of this course, students will: 
1. Demonstrate the management of applications and operating principles of medical 



electro-mechanical equipment. 
2. Operate, troubleshoot, and repair medical equipment. 
3. Plan for preventative maintenance and safety.  



Additional Collin Outcomes:  
1. Perform calibration of medical electro-mechanical equipment. 
2. Perform an electrical equipment safety analysis. 
3. Properly document all tests, calibrations, and repairs.  



 
Withdrawal Policy:  See the current Collin Registration Guide for the last day to withdraw. 
 
Collin College Academic Policies:  See the current Collin Student Handbook. 
 
Americans with Disabilities Act:  Collin College will adhere to all applicable federal, state and 



local laws, regulations and guidelines with respect to providing reasonable accommodations 
as required to afford equal opportunity.  It is the student’s responsibility to contact the 
ACCESS office, SCC-D140 or 972.881.5898 (V/TTD: 972.881.5950) to arrange for 
appropriate accommodations.  See the current Collin Student Handbook for additional 
information. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Fall 2021 Rev 



COURSE INFORMATION 








			Course Number:  BIOM 2343
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Fall 2020 
 



Curriculum Revisions Form   
For Minor Curriculum Revisions  



(No more than 2 course revisions) 
 
Note: Before completing this form, request the most recent curriculum outlines from the Curriculum 
Office and apply the proposed revisions to the provided outlines. Email curriculumoffice@collin.edu. 
After completing this form, you will: 
Submit all documents to the Curriculum Office  
o Syllabi for all courses being proposed or revised 
o Revised program outlines 
o All other related documents, including this form 
Effective Term 



 
 



Name of Requester and Title 
 
 



Program Name / CIP Number 
 
 
 



 
Provide a brief overview of the revision(s) you are proposing 



 
 
 
 
 
 
 



Proposed Course Revision(s): Please use the following list of revisions to complete the table on the next 
page: 
Type of Revision (Include all that are applicable):  



• Credit Hours  
• Lecture Hours 
• Lab Hours 
• Practicum/Clinical/ Co-Op/Internship Hours 
• Course Description 
• Course Learning Outcomes 
• Prerequisite (Add/Delete) 



• Substitutions 
• Electives (Add/Delete/Deactivate/Terminate) 
• Course Sequence  
• Course Deactivation* 
• Course Termination* 
• Adding a New Course** 



 
*Course Deactivation – Deactivated from program, but not deleted from the course catalog (course is still being 



offered). 
*Course Termination – Terminated and deleted from program and course catalog. 
**If adding a New Course, specify if this course already exists in the Collin Catalog 
Note: All revised and new courses (not existing) require syllabi to be submitted to the curriculum office. 
 
 
 



Fall 2021 



Tripat Baweja, Director, Engineering Technical Programs 



Biomedical Equipment Technology Program 



Add CETT 1409 course as prerequisite to BIOM 2315 and BIOM 2343 courses. 
 





mailto:curriculumoffice@collin.edu
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Fall 2020 
 



Proposed New Course or Revised Course: 
Course Rubric Course Number Course Title Type of Revision 



(Include all that 
apply) 



Course is Existing/Not 
Existing 



BIOM 2315 Physiological 
Instruments I 



Prerequisite (add) Existing 



BIOM 2343 General Medical 
Equipment II 



Prerequisite (add) Existing 



 
  RATIONALE/SUMMARY (Reasons/Need for Revision(s)): 
Explain why the changes are necessary (research, trends, advisory committee input, technology changes, state-
mandated changes, student enrollment or completion data, etc.)  



 
Does the proposed SLO and/or course description revision align to ACGM or WECM guidelines? If no, please 
explain. If don’t know, please download and review the ACGM or WECM manuals from the Curriculum Office 
Resources webpage. 
 



If new courses, not currently in the Collin College catalog, are being proposed, provide the name and credentials 
of the faculty who are qualified to teach these new courses. 
  
Course and rubric Name of Faculty Academic degrees and 



courses taught 
Qualifications 



NA 
 



    



 
If the courses being revised are also offered in other program(s), explain how and when Discipline 
Lead(s)/Director(s)/Associate Dean(s) were notified of the changes to these courses.  
 



 
 
 



NA 



NA 



CETT 1409 DC-AC Circuits course exists in the current Biomedical Equipment Technology program degree 
plan. To ensure that students take this course before taking the advanced biomedical instruments courses, 
BIOM 2315 and BIOM 2343, the addition of CETT 1409 as a prerequisite to these courses is needed. CETT 
1409 course focuses on operation of DC and AC circuits. This is basic knowledge of electrical circuits 
required to operate, maintain, troubleshoot, or repair any electrical equipment. Since BIOM 2315 and BIOM 
2343 courses focus on circuit analysis, operation, repair, and service of medical electrical devices, it is 
essential that students learn the basics by taking CETT 1409 before taking these classes. 
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Fall 2020 
 



Are students currently enrolled in this course or courses for the upcoming semester? 



 
How will the students that are following the current catalog degree plan be impacted by the proposed change? 



 
COURSE REVISIONS/PROPOSALS: 
If prerequisite courses are being added, explain the need for adding them (ensure credit hours do not impact the 
maximum credit hours allowed for an award; ensure prerequisite does not impact course sequencing and 
program coherence). 
 



 
If course credit hours are being increased or decreased, explain the need for increasing/decreasing them (ensure 
credit hours do not impact the minimum or maximum credit hours allowed for an award; ensure other programs 
using the course are aware of the change and the implications to those programs; ensure the change does not 
impact the student learning outcomes). 
 



 
If contact hours are being increased or decreased, explain the need for increasing/decreasing them (ensure 
contact hours do not impact the minimum or maximum hours allowed for a course; ensure other programs using 
the course are aware of the change and the implications to those programs; ensure the change does not impact 
the student learning outcomes). 
 



 



NA 



No 



CETT 1409 DC-AC Circuits course exists in the current Biomedical Equipment Technology program degree 
plan. To ensure that students take this course before taking the advanced biomedical instruments courses, 
BIOM 2315 and BIOM 2343, the addition of CETT 1409 as a prerequisite to these courses is needed. CETT 
1409 course focuses on operation of DC and AC circuits. This is basic knowledge of electrical circuits 
required to operate, maintain, troubleshoot, or repair any electrical equipment. Since BIOM 2315 and BIOM 
2343 courses focus on circuit analysis, operation, repair, and service of medical electrical devices, it is 
essential that students learn the basics by taking CETT 1409 before taking these classes. 



  



NA 



NA 
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Fall 2020 
 



 
If courses are being deactivated or terminated, explain how course equivalences will be addressed (for example, 
if a student fails the proposed deactivated or terminated course in the Fall semester and plans to re-take the 
course the following Fall semester, will there be an equivalent course for students to take?). 
 



If courses are being terminated, explain if other programs will be impacted and how this will be resolved. 



 
If Local Need courses are being added, explain the need for adding them and confirm that WECM courses have 
been reviewed to ensure there is no WECM course that closely matches this new course. Include whether the 
new proposed Local Need course is an ‘Introductory Course’, ‘Intermediate Course’ or ‘Advanced Course’. 
 



CATALOG: 
Will this change require a catalog revision? If yes, please specify and provide revision(s). 



 
 
 
 
 
 
 
 
 
 



NA 



NA 



NA 



Yes, the course descriptions for BIOM 2315 and BIOM 2343 will need to have CETT 1409 added as a 
prerequisite. 
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Fall 2020 
 



 
PLEASE USE THE SYALLBUS TEMPLATE BELOW  



 
 



COLLIN COLLEGE 
 



COURSE SYLLABUS 



 



 
Course title, description, and student learning outcomes for Local Need or Special Topics courses must 
be developed by proposer.  
 
Course Number:  BIOM 2315  
 
Course Title:  Physiological Instruments I 
 
Course Description:  Theory of operation, circuit analysis, and troubleshooting physiological 



instruments. 
 
Course Credit Hours: 3         



Lecture Hours: 2         
Lab Hours:   3 



Practicum Hours: 
Clinical Hours:          



Cooperative Work Experience Hours: 
 Internship Hours:  
 
Prerequisite(s): BIOM 2311 and CETT 1409 
Prerequisite(s)/Concurrent Enrollment Courses:   
Corequisite(s): 
 
Student Learning Outcomes: 



State-mandated Outcomes:  Upon successful completion of this course, students will: 
1. Describe principles of operation of physiological instruments. 
2. Demonstrate operation of physiological instruments. 
3. Demonstrate troubleshooting and repair of physiological instruments. 



If Applicable - Additional Collin Outcomes:  Upon successful completion of this course, students will: 
1. Perform calibration or physiological instruments. 
2. Apply required safety procedures. 
3. Perform an electrical equipment safety analysis. 
4. Properly document all tests, calibrations, and repairs. 



 
 
 
 
 
 
 
 
 
 



Course Information 
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Fall 2020 
 



 
 



PLEASE USE THE SYALLBUS TEMPLATE BELOW  
 
 



COLLIN COLLEGE 
 



COURSE SYLLABUS 



 



 
Course title, description, and student learning outcomes for Local Need or Special Topics courses must 
be developed by proposer.  
 
Course Number:  BIOM 2343 
 
Course Title:  General Medical Equipment II 
 
Course Description:  Theory and principles of operation of a variety of basic electro-mechanical equipment with 



emphasis on repair and service of actual medical equipment. 
 
Course Credit Hours: 3         



Lecture Hours: 2         
Lab Hours:   3 



Practicum Hours: 
Clinical Hours:          



Cooperative Work Experience Hours: 
 Internship Hours:  
 
Prerequisite(s): BIOM 2311 and CETT 1409 
Prerequisite(s)/Concurrent Enrollment Courses:   
Corequisite(s): 
 
Student Learning Outcomes:     



State-mandated Outcomes:  Upon successful completion of this course, students will: 
1. Demonstrate the management of applications and operating principles of medical 
    electro-mechanical equipment. 
2. Operate, troubleshoot, and repair medical equipment. 
3. Plan for preventative maintenance and safety. 
 
If Applicable - Additional Collin Outcomes:  Upon successful completion of this course, students will: 
1. Perform calibration of medical electro-mechanical equipment. 
2. Perform an electrical equipment safety analysis. 
3. Properly document all tests, calibrations, and repairs. 



Course Information 
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Fall 2020 
 



Curriculum Revisions Form   
For Minor Curriculum Revisions  



(No more than 2 course revisions) 
 
Note: Before completing this form, request the most recent curriculum outlines from the Curriculum 
Office and apply the proposed revisions to the provided outlines. Email curriculumoffice@collin.edu. 
After completing this form, you will: 
Submit all documents to the Curriculum Office  
o Syllabi for all courses being proposed or revised 
o Revised program outlines 
o All other related documents, including this form 
Effective Term 



 
 



Name of Requester and Title 
 
 



Program Name / CIP Number 
 
 
 



 
Provide a brief overview of the revision(s) you are proposing 



 
 
 
 
 
 
 



Proposed Course Revision(s): Please use the following list of revisions to complete the table on the next 
page: 
Type of Revision (Include all that are applicable):  



• Credit Hours  
• Lecture Hours 
• Lab Hours 
• Practicum/Clinical/ Co-Op/Internship Hours 
• Course Description 
• Course Learning Outcomes 
• Prerequisite (Add/Delete) 



• Substitutions 
• Electives (Add/Delete/Deactivate/Terminate) 
• Course Sequence  
• Course Deactivation* 
• Course Termination* 
• Adding a New Course** 



 
*Course Deactivation – Deactivated from program, but not deleted from the course catalog (course is still being 



offered). 
*Course Termination – Terminated and deleted from program and course catalog. 
**If adding a New Course, specify if this course already exists in the Collin Catalog 
Note: All revised and new courses (not existing) require syllabi to be submitted to the curriculum office. 
 
 
 



Fall 2021 



Luke Sides, Professor  



Metal Arts 50.0714 



I would like to change the title of one of the Certificate Level 1 awards and the course titles for two 
courses. I am proposing the following changes: 



• Certificate Level 1 – Foundry to Metal Casting 
• WLDG 1371 Introduction to Foundry Practices to Metal Casting 
• WLDG 2471 Advanced Foundry Practices to Advanced Metal Casting 





mailto:curriculumoffice@collin.edu
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Fall 2020 
 



Proposed New Course or Revised Course: 
Course Rubric Course Number Course Title Type of Revision 



(Include all that 
apply) 



Course is Existing/Not 
Existing 



WLDG 1371 Introduction to 
Foundry Practices 



Name Change to  
Metal Casting 



Existing 



WLDG  2471 Advanced 
Foundry Practices 



Name Change to 
Advanced Metal 
Casting 



Existing 



 
  RATIONALE/SUMMARY (Reasons/Need for Revision(s)): 
Explain why the changes are necessary (research, trends, advisory committee input, technology changes, state-
mandated changes, student enrollment or completion data, etc.)  



 
Does the proposed SLO and/or course description revision align to ACGM or WECM guidelines? If no, please 
explain. If don’t know, please download and review the ACGM or WECM manuals from the Curriculum Office 
Resources webpage. 
 



If new courses, not currently in the Collin College catalog, are being proposed, provide the name and credentials 
of the faculty who are qualified to teach these new courses. 
  
Course and rubric Name of Faculty Academic degrees and 



courses taught 
Qualifications 



 
 



    



 
If the courses being revised are also offered in other program(s), explain how and when Discipline 
Lead(s)/Director(s)/Associate Dean(s) were notified of the changes to these courses.  
 



 
 



N/A 



N/A 



When advising students, it has become apparent that the titles are confusing to them. Students have 
reported that they do not have a clear understanding of the courses. Many students thought these were 
lecture only courses. Changing the title to Metal Casting will solve this issue. The name change aligns with 
other course titles in the Metal Arts track. All the other courses have Metal in the title, such as Metal 
Sculpture, Art Metals, and Metalsmithing, so changing the name to Metal Casting will align with these 
classes. 
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Fall 2020 
 



 
Are students currently enrolled in this course or courses for the upcoming semester? 



 
How will the students that are following the current catalog degree plan be impacted by the proposed change? 



 
COURSE REVISIONS/PROPOSALS: 
If prerequisite courses are being added, explain the need for adding them (ensure credit hours do not impact the 
maximum credit hours allowed for an award; ensure prerequisite does not impact course sequencing and 
program coherence). 
 



 
If course credit hours are being increased or decreased, explain the need for increasing/decreasing them (ensure 
credit hours do not impact the minimum or maximum credit hours allowed for an award; ensure other programs 
using the course are aware of the change and the implications to those programs; ensure the change does not 
impact the student learning outcomes). 
 



 
If contact hours are being increased or decreased, explain the need for increasing/decreasing them (ensure 
contact hours do not impact the minimum or maximum hours allowed for a course; ensure other programs using 
the course are aware of the change and the implications to those programs; ensure the change does not impact 
the student learning outcomes). 
 



 
 



Course won’t be offered again until the Fall of 2021. 



No 



N/A 



N/A 



N/A 
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Fall 2020 
 



If courses are being deactivated or terminated, explain how course equivalences will be addressed (for example, 
if a student fails the proposed deactivated or terminated course in the Fall semester and plans to re-take the 
course the following Fall semester, will there be an equivalent course for students to take?). 
 



If courses are being terminated, explain if other programs will be impacted and how this will be resolved. 



 
If Local Need courses are being added, explain the need for adding them and confirm that WECM courses have 
been reviewed to ensure there is no WECM course that closely matches this new course. Include whether the 
new proposed Local Need course is an ‘Introductory Course’, ‘Intermediate Course’ or ‘Advanced Course’. 
 



CATALOG: 
Will this change require a catalog revision? If yes, please specify and provide revision(s). 



 
 
 
 
 
 
 
 
 
 



N/A 



N/A 



N/A 



The titles of the Certificate Level 1 and WLDG courses should be changed in the catalog as follows: 
• Certificate Level 1 – Metal Casting 
• WLDG 1371 Metal Casting 
• WLDG 2471 Advanced Metal Casting 



 













Comments:



CAB Chair Signature



Comments:



Designated Academic Officer Signature



Authorized Signature (Dean) - By signing, you attest that you, your VPP, and the other campus deans (if applicable) support this proposal.



Rev 09.13.17



  Proposal Not Recommended  (Give Explanation Below)



  Proposal Tabled  (Give Explanation Below)



  Recommendation Tabled  (Give Explanation Below)



CAB Action



Administrative Action



  Proposal Recommended



  Recommendation Approved



  Recommendation Not Accepted  (Give Explanation Below)



Proposer Signature - By signing, you attest that you and other faculty impacted support this proposal.



PCF Signature Page








			Proposal Tabled  Give Explanation Below: Off


			Proposal Not Recommended  Give Explanation Below: Off


			Recommendation Tabled  Give Explanation Below: Off


			Recommendation Not Accepted  Give Explanation Below: Off


			Proposal Recommended: Off


			Proposal Tabled: Off


			Proposal Not Recommended: Off


			Recommendation Approved: Off


			Recommendation Tabled: Off


			Recommendation Not Accepted: Off


			Academic Officer Comments: 


			CAB Chair Comments: 


						2020-11-06T13:01:13-0600


			Garry Evans








						2020-11-05T16:49:04-0600


			Shannon Kearns



















 
COLLIN COLLEGE 



 
COURSE SYLLABUS 



 



Course Number:  DRAM 2366 



Course Title:  Film Appreciation 



Course Description:  Survey and analyze cinema including history, film techniques, production 
procedures, selected motion pictures, and cinema’s impact on and reflection of society.  
Additionally, this course covers the period of 1890 to 1949.  Lab required. 



 Note: Students may take either DRAM 2366 or COMM 2366, but not both. 



Course Credit Hours: 3 
 Lecture Hours: 2 
 Lab Hours: 3 



Student Learning Outcomes: 
• State Mandated Outcomes:  Upon successful completion of this course, students will: 



1. Analyze film through written response.  
2. Demonstrate a basic knowledge of film history, form, and genre.  
3. Describe the collaborative nature of cinema and the many jobs required to develop a 



motion picture.  
4. Discuss/Describe the relationship of cinema to society as it relates to his/her perspective.  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised Fall 2021 



Course Information 













Discipline Making Request Effective Term Justification Additional Fees



Move to CAB 
Agenda for 



Discussion (X)



Biomedical Equipment Technology Fall 2021



CETT 1409 DC-AC Circuits course exists in the current Biomedical 
Equipment Technology program degree plan. To ensure that students 
take this course before taking the advanced biomedical instruments 
courses, BIOM 2315 and BIOM 2343, the addition of CETT 1409 as a 
prerequisite to these courses is needed. CETT 1409 course focuses 
on operation of DC and AC circuits. This is basic knowledge of 
electrical circuits required to operate, maintain, trouble shoot, or repair 
any electrical equipment. Since BIOM 2315 and BIOM 2343 courses 
focus on circuit analysis, operation, repair, and service of medical 
electrical devices, it is essential that students learn the basics by 
taking CETT 1409 before taking these classes.



N/A



Drama/Theatre Fall 2021



The change being proposed is to revise the course description of 
DRAM 2366 Film Appreciation to match the ACGM course description 
with no additional comments. Currently, the course description includes 
“Additionally, this course covers the period of 1890-1949.” This is 
inaccurate because DRAM 2366 covers all decades of film history. The 
revision proposed is to match the ACGM description:



Survey and analyze cinema including history, film techniques, 
production procedures, selected motion pictures, and cinema’s impact 
on and reflection of society.



N/A



Metal Arts Fall 2021



When advising students, it has become apparent that the titles are 
confusing to them. Students have reported that they do not have a 
clear understanding of the courses. Many students thought these were 
lecture only courses. Changing the title to Metal Casting will solve this 
issue. The name change aligns with other course titles in the Metal 
Arts track. All the other courses have Metal in the title, such as Metal 
Sculpture, Art Metals, and Metalsmithing, so changing the name to 
Metal Casting will align with these classes.



N/A



Action



Expedited Proposal(s)



Add CETT 1409 as a prerequisite to BIOM 2315 and 
BIOM 2343 courses.



Revise DRAM 2366 course description to remove 
additional information and match ACGM.



The department is requesting to change the name of one 
of the Certificate Level 1 awards and two courses.
• Certificate Level 1 - Foundry to Certificate Level 1 -Metal 
Casting
• WLDG 1371 Introduction to Foundry Practices to WLDG 
1371 Metal Casting 
• WLDG 2471 Advanced Foundry Practices to WLDG 
2471 Advanced Metal Casting.



All items have been reviewed and approved, as necessary, by the Discipline Lead, Associate Dean, Director, Dean, and Provost.











08.23.18
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 Syllabus Change Form: Course Descriptions and SLO Revisions  



 
 
 
 
 



Effective Term 
 



 



Name of Requester and Title 
 
 
 



 
Program/Certificate Name  



 
 
 
 



Rationale/Summary (Reasons/Need for Revision(s)) 
 
 
 
 
 
 
 
 



 
 
 
 
 



Does the proposed revision align to ACGM or WECM requirements/guidelines? If no, please    
explain. If you don’t know, please download and review the ACGM or WECM manuals from the 
Curriculum Resources webpage.  



 
 
 
 
 



 



If the course is being offered in other program(s), explain how and when Discipline 
Lead(s)/Director(s)/Associate Dean(s) were notified. 



 
 



 
 
 
 
 



Fall 2021 



Shannon Kearns, Discipline Lead and Professor of Theatre 



Theatre  



The change being proposed is to revise the course description of DRAM 2366 Film Appreciation to 
match the ACGM course description with no additional comments. Currently, the course description 
includes “Additionally, this course covers the period of 1890-1949.” This is inaccurate because DRAM 
2366 covers all decades of film history. The revision proposed is to match the ACGM description: 
 
Survey and analyze cinema including history, film techniques, production procedures, selected motion 
pictures, and cinema’s impact on and reflection of society. 
 
  



Yes, please see above. 



N/A 
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Rubric Course Course Title OSA Cert 2 AAS
WLDG 1371 Introduction to Foundry Practices Metal Casting F MC X X
WLDG 2471 Advanced Foundry Practices Advanced Metal Casting F MC X X
WLDG 1428 Introduction to Shielded Metal Arc Welding (SMAW) F MC MS X X
WLDG 1430 Introduction to Gas Metal Arc Welding (GMAW) F MC MS X X
WLDG 1434 Introduction to Gas Tungsten Arc (GTAW) Welding F MC MS X X
ARTS 2326 Sculpture F MC MS X X
WLDG 2440 Advanced Metal Sculpture1 MS X X
WLDG 1308 Metal Sculpture X MS X X
WLDG 1401 Metalsmithing X X X
WLDG 1405 Art Metals X X X
WLDG 2447 Advanced Gas Metal Arc Welding (GMAW)  X X
WLDG 2451 Advanced Gas Tungsten Arc Welding (GTAW) X X
ENGL 1301 Composition I X
SPCH 1321 Business and Professional Communication (See Speech options) X
GEN ED Humanities/Fine Arts course X
GEN ED Mathematics course X
GEN ED Social/Behavioral Sciences course X



Total SCH 11 22 22 45 60



AAS - Metal Arts



1. May substitute WLDG 2480, with consent of Associate Dean



F=Foundry MC=Metal Casting; MS=Metal Sculpture; Stackable Credentials
Cert 1
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Course Number:  WLDG 1371 



Course Title:  Introduction to Foundry Practices Metal Casting 



Course Description:  Fundamentals of conceptualizing and producing cast items in ferrous and non-ferrous 
metals. Skill development through the casting process to create objects from different materials. 
Includes welding, brazing, pattern making, mold making, flask construction and casting of ferrous and 
non ferrous metals. Lab required. 



 Note: Welding classes require extended periods of time standing in place, lifting heavy weights (up to 
60 pounds repeatedly), reaching, bending, and working around open flames and intense heat for 
extended periods of time. 



Course Credit Hours: 3 
 Lecture Hours: 2 
       Lab Hours:  4 



Prerequisite: Consent of Discipline Lead 



Student Learning Outcomes: Upon successful completion of this course, students will: 
1. Apply basic foundry safety. 
2. Describe basic mold making and casting processes. 
3. Create patterns for three different castings. 
4. Demonstrate the fundamental welding practices of different cast metals. 



Withdrawal Policy:  See the current Collin Registration Guide for last day to withdraw. 



Collin College Academic Policies:  See the current Collin Student Handbook 



Americans with Disabilities Act Statement: Collin College will adhere to all applicable federal, state and 
local laws, regulations and guidelines with respect to providing reasonable accommodations as required 
to afford equal educational opportunity. It is the student’s responsibility to contact the ACCESS office, 
SCC-D140 or 972.881.5898 (V/TTD: 972.881.5950) to arrange for appropriate accommodations. See the 
current Collin Student Handbook for additional information. 
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COLLIN COLLEGE 
COURSE SYLLABUS 



 



Course Number:  WLDG 2471 



Course Title:  Advanced Foundry Practices Advanced Metal Casting 



Course Description:  Project development in an open-studio atmosphere. Individualized instruction to 
encourage skill combinations and experimentation. Topics include portfolio preparation and 
presentation. Lab required. 



 Note: Welding classes require extended periods of time standing in place, lifting heavy weights (up to 
60 pounds repeatedly), reaching, bending, and working around open flames and intense heat for 
extended periods of time. 



Course Credit Hours: 4 
 Lecture Hours: 2 
       Lab Hours:  5 



Prerequisite: WLDG 1471 



Student Learning Outcomes: Upon successful completion of this course, students will: 
1. Identify appropriate techniques for the desired result. 
2. Explain optimum design selection and casting process. 
3. Follow basic shop safety procedures. 
4. Demonstrate optimum material usage and production. 



Withdrawal Policy:  See the current Collin Registration Guide for last day to withdraw. 



Collin College Academic Policies:  See the current Collin Student Handbook 



Americans with Disabilities Act Statement: Collin College will adhere to all applicable federal, state and 
local laws, regulations and guidelines with respect to providing reasonable accommodations as required 
to afford equal educational opportunity. It is the student’s responsibility to contact the ACCESS office, 
SCC-D140 or 972.881.5898 (V/TTD: 972.881.5950) to arrange for appropriate accommodations. See the 
current Collin Student Handbook for additional information. 
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Item Effective Term


Courses no longer offered Summer 2021


MATH 1414 Termination Spring 2021


08.23.18


Termination of the following courses: ARCE 1342, ARCE 1352, CETT 1303, CETT 1305, CETT 1329, CNBT 
1302, CNBT 2310, DFTG 1305, DFTG 1345, DFTG 1371, DFTG 2321, DFTG 2432, ENGR 2308, ENGT 1401, 
ENTC 1323, ENTC 2380, HART 2372, SMFT 1343, SMFT 1371, SMFT 1373, SMFT 1375


Changed from Fall 2021


The following items are for informational purposes only. These items are either state mandates or corrections to previously recommended 
CAB items. Corrections may include clerical edits, typos, and/or updates to documents for record keeping purposes. 


Action


CAB Informational Report
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Advisory Committee Meeting Minutes 
BOSS 9-24-2020 



 
CHAIRPERSON: Sharron Edwards  
 
MEETING DATE:  



9-24-2020 



 
MEETING TIME:  



3:30pm  



 
MEETING PLACE: 



Zoom  
 
RECORDER:  



Grace Fox  



  
PREVIOUS MEETING:  



10-17-2019 



 
MEMBERS PRESENT: (P=Present) OTHERS PRESENT: 



 
         Name and Title 



 
         Name and Title 



 
         Name and Title 



N 



Leah Ashley  
Office Assistant  
Oncor  



N 



Miriam Raphael 
Business Dev. Liaison 
N. Central TX Council of 
Governments 



P 



Grace Fox  
Admin / Meeting and 
Event Coord. 
Collin College  



N 



Sonya Bradford  
Office Manager, Cap  
Aveanna  
 



P 



Trevellya Tyson, CAP 
Sr. Administrative 
Assistant 
FM Global-Dallas Op 



P 



Scott Hensley 
Career Coach 
Collin College 



P 
Sharon Bridges 
International Assoc. of 
Admin. Professionals 



N 
Christian Wallace 
Agency Owner 
Farmers Insurance 



P 
Nadia Khedairy  
Career Coach  
Collin College  



P 



Sharron Edwards 
Employment Counselor 
Temps. Of McKinney N 



Vonetta Watson, MA ED, 
MCT 
Adobe Educator, IC3 
Instructor 
TechGem Edu. Tech. 



P 



Brenden Mesch  
Dean of Academic Affairs 
and Workforce  
Collin College  
(Via- Phone) 



N 



Silvia Estrada 
Clinical Coverage 
Administration 
United Healthcare 



 



  



P 



Judy Livengood  
Faculty  
Collin College  



P 
Marcia Hogan 
Executive Assistant  
ABBOTT 



 
  



P 
Angela Payne DL 
Faculty  
Collin College 



P Nathalie N. Proché P Guest  P Andrea Szlachtowski  











Sales Coordinator 
Infinix Global Meetings & 
Events 



Roger Widmer  
COO  
Corporate College 



Associate Dean  
Academic Affairs and 
Workforce  
 



 
 
 
Minutes 



 
Agenda Item 



 
Action 



Discussion 
Information 



 
Responsibility 



 
Old Business: Welcome & Introductions 



Chair -Sharron Edwards  



Introduction of new Dean of 
Workforce- Brenden Mesch  



Introduction of Collin 
Corporate College -by Roger 
Widmer COO 



Chair -Sharron Edwards  



Angela Payne –Discipline Lead  



Roger Widmer 



 Approval of Minutes from 
Previous meeting 10-17-2019 



Motion to approve minutes as 
presented to the committee 
made by Trevellya Tyson. 
Motion seconded Nathalie N. 
Proché. 
Motion passed . 



 Trevellya Tyson- stepped in as 
acting Chair  



(Sharron Edwards  



was having Technical 
difficulties ) 



 Marketable Skills for our 
program submitted to the 
Workforce Programs 
department in the spring 2020 
– (attached to meeting invite, 
if committee would like to view 
them)  



Co-op Opportunities- Nadia 
presented Co-op opportunity 
to the committee.  



Angela Payne  



Career Coach Nadia Khedairy  











Nadia explained the student is 
required to take a course that 
requires 320 hours.  



Nadia asked the committee to 
please send her Job 
opportunities, hands on 
learning or mentorship 
programs to assist the student 
in succeeding.  



New Business  



 



Update on Enrollment: 



 



Enrollment  



Career Coach Nadia Khedairy 
explained in great detail the 
enrollment numbers to 
committee members.  



See numbers below.  



Career Coach –Nadia Khedairy 



Update on Completion: Completion  



Nadia Khedairy explained in 
great detail the completion 
numbers to committee 
members.  



Nadia commented -Students 
sometimes forget to apply for 
graduation.  



These current numbers are not 
complete because we are 
waiting for summer numbers 
to come in.  



Please reach out to Nadia with 
questions. 



See numbers below. 



Career Coach –Nadia Khedairy 



 Student and Faculty Projects: 
Angela Payne, Discipline Lead 



In January and February, BOSS 
students prepared most of 
their team Projects and 
Presentations for the 



Angela Payne  



Nadia Khedairy  











Cultivating Scholars on April 
24, 2020 (however, event 
cancelled due to COVID-19) 



Faculty converting in-class 
activities to Zoom and 
attending virtual professional 
development 



Job Shadowing opportunities 
(students and/or faculty) (Any 
**Online** opportunities in 
the future) 



Co-op Opportunities- Nadia 
presented Co-op opportunity 
to the committee.  



Nadia explained the student is 
required to take a course that 
requires 320 hours.  



Nadia asked the committee to 
please send her Job 
opportunities, hands on 
learning or mentorship 
programs to assist the student 
in succeeding.  



  
 
New Program Initiatives: Our program's current goals 



are listed below: 



• Increase enrollment  



Angela Payne has begun to 
recruit via email, f2f, nonprofit 
organizations and a link is now 
attached to her email that 
leads to the programs.  



• Engage external 
stakeholders 
(employees, employers 



Angela Payne  



Associate Dean Szlachtowski  











(IAAP meetings, job 
fairs, job shadowing, 
etc.) 



• Our courses will be 
upgrading to MS Office 
2019 this coming fall 
2020 



Zoom Session – Speaker Series. 
Angela noted, we are engaging 
with our stakeholders this 
semester. Trevellya Tyson is 
assisting with this.  



• Industry needs open 
discussion – Associate 
Dean Andrea 
Szlachtowski  



Curriculum Decisions: Proposed changes to AAS in 
Business Office Systems 
Support (BOSS) Effective Fall 
2021   



 
Remove POFT 2301 
(Intermediate Keyboarding) 
and replace with a local needs 
course to be created by the 
department- POFT 2371 
(Strategies in Social Media). 
Remove POFT 2303 (Speed and 
Accuracy Building) and replace 
with POFT 2311 (Administrative 
Project Solutions) 



  
Change the number of electives 
to two in the program. The 
electives offerings will change 
from any BUSI, ITSC, ITSW, or 
MRKG course to options of- 
TRVM 2301, TRVM 1327, BMGT 



Associate Dean Szlachtowski  



Chair – Sharron Edwards  



Angela Payne  



 



 











1341, BMGT 1344, or ITSW 
1310. 



  
Add MATH 1342 (Elementary 
Statistics) as a substitution 
addition to the Math option.  



 
Remove all Occupational Skills 
Award (OSA) 



 
Revise Certificate Level 1 Boss 
to 
Certificate Level 1- Software 
Application Specialist  
Emphasis - Software 
/Certification option. 



 
Add Certificate Level 1- 
Administrative Support 
Specialist  
Emphasis – Advanced 
Administrative support. This 
will meet the demands and 
produce completers that align 
with Marketable Skills.   



 
Vote: Motion to accept all 
changes as presented to the 
AAS & Certificates under BOSS. 
Committee Comments: 



• This is relevant and the 
correct path. 



• liked the project 
solutions.  



• This will expand options 
for the students. 



• Impressed that the 
College is keeping up 











with the trends and the 
students will be 
prepared. 



• The new changes make 
me want to sign up.  



 
Trevellya Tyson motioned to 
accept all changes as 
presented to the AAS and 
Certificates under BOSS. 
Nathalie Proché seconded the 
motion.  
Motion passed.  



Member Comments and 
Concerns  



International Association of 
Administrative Professionals 
(IAAP) – We have several 
things lined up –Virtual Events  



Trevellya updated the 
committee.  



Trevellya will send out 
information as it becomes 
available and Grace Fox will 
send out to the committee 
upcoming events or 
educational. 



Chair – Sharron Edwards  



Trevellya Tyson  



Committee  



 
Other: 



 



N/A 
 



 



 



MINUTES 
 



Key Discussion Points 
 



Discussion 
 
Old Business: Welcome and Introductions  



Dean Mesch welcomed and thanked the committee . 
 
 Collin Corporate College 



• offers targeted, specialized courses to help your company 
optimize organizational performance at every level. 



• Classes are available in a customized format with flexible 
delivery options.  











• Collin Corporate College distinguishes itself as the provider of 
choice for Collin County businesses by providing high quality 
training at very affordable pricing. 



 
 Vote to approve Meeting Minutes from 10-17-2019 



Trevellya Tyson motioned to accept the minutes as presented to the 
committee 
Nathalie Proché seconded the motion.  
Motion passed. 



 Marketable Skills update: 



Angela Payne let the committee know that the skills were 
submitted in Spring 2020 and approved. A complete list of the 
Marketable Skills is attached to the meeting invite for the 
committee to view.  



 
Continuing Business: N/A 



 Career Coach Nadia Khedairy -explained the enrollment and 
completion numbers in great detail. We are awaiting summer 
completion numbers  



 
New Business Student and Faculty Projects: Angela Payne, Discipline Lead 



In January and February, BOSS students prepared most of their 
team Projects and Presentations for the Cultivating Scholars on 
April 24, 2020 (however, event cancelled due to COVID-19) 



Cancellation because of Covid – this was our community 
engagement. Students did a great job, lots of research and 
prepared to present.  



Faculty converted in-class activities to Zoom and attended virtual 
professional development. 



Angela asked the committee for assistance.  We need the 
committee’s help to connect students to shadow Administrative 
professionals. We want them to engage with local employers. 



Our program's current goals are listed below: 



• Increase enrollment  
• Engage external stakeholders (employees, employers (IAAP 



meetings, job fairs, job shadowing, etc.) 











• Our courses will be upgrading to MS Office 2019 this coming 
fall 2020 



• Industry needs open discussion – Associate Dean Andrea 
Szlachtowski  



 Angela Payne presented New Program initiatives to the committee. 



The focus is on:  



Increasing enrollment 



recruiting via email 



recruiting via f2f. 



Engaging Stakeholders  



Attending Job fairs  



All Courses have been upgraded to MS office 2019. 



Engaging via Zoom with a speaker’s series.  



 Committee Member Trevellya 
 
Curriculum Decisions: Trevellya Tyson motioned to accept all changes as presented to the 



AAS and Certificates under BOSS. 
Nathalie Proché seconded the motion.  
Motion passed.  



 
Other International Association of Administrative Professionals (IAAP)  



Trevellya Tyson, Director of TX/LA- IAAP 



Updated the committee on (IAAP) Training, Education and 
upcoming events. Trevellya will keep the committee updated.  



Committee Member Sharon Bridges was awarded the Top 
Administrative Assistant award in Dallas. Highest Honor . 



Meeting Adjourned – Sharron Edwards motioned to adjourn the 
meeting. Trevellya Tyson seconded the motion.  



Motion passed.  



 
 
CHAIRPERSON SIGNATURE: 



 



 



 
DATE: 



 



 
NEXT MEETING: 



 



 
 











Enrollment by Major (Academic Year): 
Program 2016-17 2017-18 2018-19 2019-20 2020-21 



Office Systems 
Tech (OFST) AAS 



and Cert 
*older program 



66 42 29 23 8 



Office Systems 
Tech (POFT) 



 *older program 



7 2 0 0 0 



Office 
Automation 



(OSTA) OSA only 



31 27 25 20 8 



Business Office 
Support (BOSS) 



AAS Degree, 
Cert, and OSA 



0 11 (AAS) 
1 (Cert) 



38 (AAS) 
5 (Cert) 



68 (OSA) 



32 (AAS) 
6 (Cert) 



212 (OSA) 



18 (AAS) 
163 (OSA) 



Medical Office 
Support (MOFS) 



Certificate 



83 81 71 116 39 



Medical Office 
Support (MOSS) 



Certificate 



4 2 0 0 0 



Accounting 
Support (ACSP) 



OSA only 



180 146 114 98 46 



 
Annual Totals 



 
371 



 
312 



 
350 



 
391 



 
282 



 
 
 
 
 
 
 



Completers:  
Program 2016 2017 2018 2019 2020 











Office Systems 
Tech (OFST) AAS 



and Cert 



9 (Cert L1) 
6 (AAS) 



4 (Cert L1) 
4 (AAS) 



2 (Cert L1) 
2 (AAS) 



2 (Cert L1) 
4 (AAS) 



 



Office Systems 
Tech (POFT) 



*older 



3 (Cert L1) 
4 (AAS) 



1 (Cert L1) 
2 (AAS) 



0 (Cert L1) 0 (Cert L1)  



Office 
Automation 



(OSTA) OSA only 



9 (OSA) 3 (OSA) 0 (Cert L1) 0 (Cert L1)  



Business Office 
Support (BOSS) 
Degree, Cert, 



and OSA 



0 (Cert L1) 3 (Cert L1) 
2 (OSA) 



6 (Cert L1) 
8 (OSA) 
4 (AAS) 



4 (Cert L1) 
9 (OSA) 
4 (AAS) 



 



Medical Office 
Support (MOFS) 



Certificate 



2 (Cert L1) 2 (Cert L1) 3 (Cert L1) 2 (Cert L1)  



Medical Office 
Support (MOSS) 



Certificate 



0  0 0 0  



Accounting 
Support (ACSP) 



OSA only 



5 (OSA) 
1 (MSA) 



8 (OSA) 
1 (MSA) 



3 (OSA) 2 (OSA)  



 
Annual Totals 



 
39 



 
30 (up 2) 



 
28 (up 12) 



 
27 (up 19) 



 



*Updated numbers from March 2020 meeting 
**No awards yet for 2020 (summer 2020 still in review) 



 
 
 
 
 
 













AAS - Business Office Support Systems
60 credit hours



Lec Lab Ext Cont Credit
ACNT 1303 Introduction to Accounting I 2 2 0 64 3
POFT 1307 Proofreading and Editing 2 2 0 64 3
POFT 1319 Records and Information Management I 2 2 0 64 3
POFT 1329 Beginning Keyboarding 2 2 0 64 3



Total Hours 8 8 0 256 12



Lec Lab Ext Cont Credit
COSC 1301 Introduction to Computing 1 3 0 0 48 3
ENGL 1301 Composition I 3 1 0 64 3
POFI 2301 Word Processing - MS Word 2 2 0 64 3
POFT 2371 Strategies in Social Media (new Local Need) 3 0 0 48 3
POFT 2301 Intermediate Keyboarding (deactivate)



Total Hours 11 3 0 224 12



Lec Lab Ext Cont Credit
HUMA 1301 3 0 0 48 3
SPCH 1311 3 0 0 48 3



Total Hours 6 0 0 96 6



Lec Lab Ext Cont Credit
ACNT 1311 Introduction to Computerized Accounting 2 2 0 64 3
ITSC 1309 Integrated Software Applications I - MS Office 2 2 0 64 3
POFT 2331 Administrative Project Solutions (new) 3 0 0 48 3
POFT 2303 Speed and Accuracy Building (deactivate)



2 2 0 64 3
Total Hours 9 6 0 240 12



Lec Lab Ext Cont Credit
ECON 1301 3 0 0 48 3
ITSW 1304 Introduction to Spreadsheet - Excel 2 2 0 64 3



MATH 1332 Contemporary Mathematics (Quantitative Reasoning) 3 (See 
Mathematics options)



3 0 0 48 3



2 2 0 64 3
Total Hours 10 4 0 224 12



POFT 1349 Administrative Office Procedures II (Capstone) 2 2 0 64 3
POFT 2312 Business Correspondence and Communication 2 2 0 64 3



Total Hours 4 4 0 128 6



Grand Total 1168 60



1 May substitute BCIS 1305 
2 May substitute HITT 1305 or HITT 1353
3 May substitute MATH 1314, MATH 1324



* Elective (6 credit hours): (existing courses) BMGT 1341, BMGT 1344, HITT 1305 (moved from ITSW 1310 substitute), HITT 1311, 
HITT 1353 (moved from ITSW 1310 substitute), ITSW 1310 (moved from second year, second semester), TRVM 2301, TRVM 1327, 
any POFT course, or any POFI course. Any BUSI, ITSC, ITSW, or MRKG course not listed above and that does not require a 



Introduction to Humanities I  (See Humanities/Fine Arts options)
Introduction to Speech Communication  (See Speech options)



Introduction to Economics  (See Social / Behavioral Sciences)



CIP 52.0401



Second Semester



Summer Semester



FIRST YEAR
First Semester



Second Semester



Summer Semester



SECOND YEAR
First Semester



Elective*



Elective*













Marketable Skills 



BUSINESS OFFICE SUPPORT SYSTEMS
Program  Marketable Skills  Program Awards 



Business Office 
Support Systems 



 Create professional documents using
appropriate software.



 Prepare travel arrangements with
appropriate paperwork, time schedules,
and reminders.



 Plan and implement workshops,
conferences, podcasts, and webinars; setup
and coordinate meetings (online and face‐
to‐face).



 Type professional documents with speed
and accuracy.



 Implement solutions to solve problems in a
timely manner.



 Apply advanced organizational skills to
research files for reports, events, and other
situations.



 Apply appropriate bookkeeping skills for a
specific business.



 Communicate effectively and professionally
with peers, managers, customers; work
productively with others to achieve goals.



 Engage effectively and respectfully with
people from many communities and with
many perspectives.



Program information can 
be found here. 





http://www.collin.edu/academics/programs/BOSS_1Overview.html
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Fall 2020 
 



Curriculum Revisions Form   
(3 or more revisions) 



 
 
Note: Before completing this form, request the most recent curriculum outlines from the Curriculum 
Office and apply the proposed revisions to the provided outlines. Email curriculumoffice@collin.edu. 



 
After completing this form, you will: 
Submit all documents to the Curriculum Office  
o Syllabi for all courses being proposed or revised 
o Revised program outlines 
o All other related documents, including this form 
Effective Term 



 
 



Name of Requester and Title 
 
 



Program Name / CIP Number 
 
 
 



 
Provide a brief overview of the revision(s) you are proposing 



 
 
 
 
 
 
 



Proposed Course Revision(s): Please use the following list of revisions to complete the table on the next 
page: 
Type of Revision (Include all that are applicable):  



• Credit Hours  
• Lecture Hours 



• Lab Hours 
• Practicum/Clinical/ Co-Op/Internship Hours 



Fall 2021 



Andrea Szlachtowski, Associate Dean of Workforce & academic Affairs 



Business Office Support Systems / 52.0401 



The Business Office Support Systems (BOSS) program is proposing to  
• Terminate the Level 1 Certificate in Business Office Support Systems, the Accounting Support 



OSA, and the Business Office Support Systems OSA 
• Create two new Level 1 Certificates: Software Application Specialist and Administrative Support 



Specialist 
• Terminate POFT 2301 Intermediate Keyboarding and replace with new Local Need course 



POFT 2371 Strategies in Social Media 
• Revise POFT 1349 Administrative Office Procedures II prerequisites: remove POFT 2301 as a 



prerequisite since the course is being terminated 
• Terminate POFT 2303 Speed and Accuracy Building and replace with new course POFT 2331 



Administrative Project Solutions 
• Add “See Mathematics Options” for MATH 1332 Contemporary Mathematics to allow students to 



apply any core Math course as an option 
• Add a second elective course to the AAS – Business Office Support Systems 
• Revise the elective options in the AAS – Business Office Support Systems to add more course 



options to be relevant to specific career paths and needs 
• Add an elective course to the Level 1 Certificate Medical Office Support; elective options 



provided are the same as the options listed in the AAS – Business Office Support Systems 
• Revise POFT 2312 Business Correspondence and Communication: remove POFT 1329 



Beginning Keyboarding as a prerequisite 





mailto:curriculumoffice@collin.edu
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Fall 2020 
 



• Course Description 
• Course Learning Outcomes 
• Prerequisite (Add/Delete) 
• Substitutions 
• Electives (Add/Delete/Deactivate/Terminate) 
• Course Sequence  



• Course Deactivation* 
• Course Termination* 
• Adding a New Course** 
• Award Deactivation  



 



 
*Course Deactivation – Deactivated from program, but not deleted from the course catalog (course is still being 



offered). 
*Course Termination – Terminated and deleted from program and course catalog. 
**If adding a New Course, specify if this course already exists in the Collin Catalog 
Note: All revised and new courses (not existing) require syllabi to be submitted to the curriculum office. 
 
Proposed New Course or Revised Course: 



Course Rubric Course Number Course Title Type of Revision 
(Include all that 
apply) 



Course is Existing/Not 
Existing 



POFT 2371 Strategies in Social 
Media 



New course Not existing 



POFT 2301 Intermediate 
Keyboarding 



Terminate Existing 



POFT 2331 Administrative 
Project Solutions  



New course Not existing 



POFT 2303 Speed and 
Accuracy 
Building 



Terminate Existing 



POFT 1349 Administrative 
Office 
Procedures II 



Course revision, 
revise prerequisites 



Existing 



POFT 2312 Business 
Correspondence 
and 
Communication 



Course revision, 
remove prerequisite 



Existing 



Electives 
(see curriculum 
outline) 



   All existing 
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Fall 2020 
 



RATIONALE/SUMMARY (Reasons/Need for Revision(s)): 
Explain why the changes are necessary (research, trends, advisory committee input, technology changes, state-
mandated changes, student enrollment or completion data, etc.)  



 



After reviewing the marketable skills and industry needs, the proposed changes to the program offering 
were presented to the Advisory Committee (see minutes from 9.24.20). These changes will be in alignment 
with marketable skills and program outcomes. When reviewing the low enrollment and completion numbers 
the following changes were discussed after determining that the BOSS Program was not providing the 
necessary up-to-date learning opportunities for students. During discussion with local area employers, 
students in various industries and generations, and the BOSS Advisory Committee, and after the latest 
Program Assessment and Review, the program work began to update and upgrade the BOSS Program in 
order to better serve both the BOSS students and the employers in the Collin College community.  
 
The Level 1 Certificate in Business Office Support Systems, the Accounting Support OSA, and the 
Business Office Support Systems OSA were deemed to no longer be adding value to the program and 
students, so it was determined to combine the 2 OSAs and Level 1 Certificate into a new Level 1 Certificate 
– Software Application Specialist. With this, the 2 OSAs and Level 1 Certificate will be deactivated. This 
new certificate will be tied to industry certifications that the students can pursue after award completion. 
Certificate Level 1 – Administrative Support Specialist is also being proposed to be added to complete the 
skills needed. The addition of these new certificates supports industry needs and trends as well as expands 
options and better prepares students for pursuing the BOSS Career path. 
 
The belief of the BOSS Program is that the inclusion of these offerings, as well as how they are sequenced 
in both the Certificates and the AAS, comprises the most useful offerings to students in the BOSS Program.   
 
POFT 2301 Intermediate Keyboarding is being removed and replaced by Local Need POFT 2371 
Strategies in Social Media. POFT 2303 Speed and Accuracy Building is being replaced by POFT 2331 
Administrative Project Solutions. These changes will satisfy the current needs of the local industry and 
marketable skills approved by the Advisory Committee of which includes local Administrative Assistants. 
Office Administrative Assistants are required to maintain social media accounts and manage numerous 
projects. The previous courses were too focused on "typing" documents when (now) Office Administrative 
Assistants are required do so much more than typing. Project management, scheduling, learn numerous 
social media apps, and other software relating to project management and social media. Our advisory 
members are in agreement with the changes and voted in favor whole heartedly. Furthermore, since POFT 
2301 is being terminated, the program proposes to revise the POFT 1349 Administrative Office Procedures 
prerequisites to no longer include POFT 2301. 
 
Adding “See Mathematics Options” to MATH 1332 Contemporary Mathematics is proposed to allow 
students to apply any core Math course as an option to provide flexibility for students. The previous 
substitute options will be removed because they are already included in the AAS Math core course options. 
 
A second elective course is being added to the AAS – Business Office Support Systems and additional 
elective options are being revised. An elective course is also being added to the Level 1 Certificate Medical 
Office Support; elective options are the same as the options listed in the AAS – Business Office Support 
Systems. These elective revisions will give the student the option to pick the specialty they are wanting with 
regards to the industry needs and what area of administration they are going into. 
 
Additionally, the program is proposing to revise POFT 2312 Business Correspondence and Communication 
to remove POFT 1329 Beginning Keyboarding as a prerequisite because the majority of students have the 
basic typing skills needed for POFT 2312 when entering the program. 
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Fall 2020 
 



If 25% percent or more of the program’s curriculum is being revised, explain in detail what other alternatives or 
options were explored and why these were not feasible or did not work out. 



Does the proposed SLO and/or course description revision align to ACGM or WECM guidelines? If no, please 
explain. If don’t know, please download and review the ACGM or WECM manuals from the Curriculum Office 
Resources webpage. 
 



If new courses, not currently in the Collin College catalog, are being proposed, provide the name and credentials 
of the faculty who are qualified to teach these new courses. 
  
Course and rubric Name of Faculty Academic degrees and 



courses taught 
Qualifications 



POFT 2331 Angela V. Payne MBA, B.S. in Computer in 
Computer Info. Systems 
• Social Media (at other 
college) 
• MS Office 
• Desktop publishing 
• Office Admin. 
Procedures 



Microsoft Office 
Certified, 
Years of Experience 
Create and Manage 
Blogs, Websites for 
small organizations, 
Designed a Social Media 
Course at another 
college 
(www.TipsByAngela.co
m) 



POFT 2371 Angela V. Payne MBA, B.S. in Computer in 
Computer Info. Systems 
• Social Media (at other 
college) 
• MS Office 
• Desktop publishing 
• Office Admin. 
Procedures 



Microsoft Office 
Certified, 
Years of Experience 
Create and Manage 
Blogs, Websites for 
small organizations, 
Designed a Social Media 
Course at another 
college 
(www.TipsByAngela.co
m) 



If the courses being revised are also offered in other program(s), explain how and when Discipline 
Lead(s)/Director(s)/Associate Dean(s) were notified of the changes to these courses.  



Yes 



N/A 
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Fall 2020 
 



 



 
Are students currently enrolled in this course or courses for the upcoming semester? 



 
How will the students that are following the current catalog degree plan be impacted by the proposed change? 



 
COURSE REVISIONS/PROPOSALS: 
If prerequisite courses are being added, explain the need for adding them (ensure credit hours do not impact the 
maximum credit hours allowed for an award; ensure prerequisite does not impact course sequencing and 
program coherence). 
 



 
If course credit hours are being increased or decreased, explain the need for increasing/decreasing them (ensure 
credit hours do not impact the minimum or maximum credit hours allowed for an award; ensure other programs 
using the course are aware of the change and the implications to those programs; ensure the change does not 
impact the student learning outcomes). 
 



 
If courses are being deactivated or terminated, explain how course equivalences will be addressed (for example, 
if a student fails the proposed deactivated or terminated course in the Fall semester and plans to re-take the 
course the following Fall semester, will there be an equivalent course for students to take?). 



We will work with Career Coach and target the students with declared majors in AAS BOSS and 
Certificates and will substitute new course offerings if needed to avoid interfering with degree completion. 



N/A 



Yes, course substitutions will be available if needed to avoid interfering with degree completion. 



N/A 



N/A 
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Fall 2020 
 



 



 
If courses are being terminated, explain if other programs will be impacted and how this will be resolved. 



 
If Local Need courses are being added, explain the need for adding them and confirm that WECM courses have 
been reviewed to ensure there is no WECM course that closely matches this new course. Include whether the 
new proposed Local Need course is an ‘Introductory Course’, ‘Intermediate Course’ or ‘Advanced Course’. 
 



 
 
 
CATALOG: 
Will this change require a catalog description revision? If yes, please specify and provide revision(s). 



POFT2301 Intermediate Keyboarding is being replaced by local needs POFT2371 Strategies in Social 
Media and POFT 2303 Speed and Accuracy Building is being replaced by POFT 2331 Administrative 
Project Solutions. No equivalencies will be established, but course substitutions will be allowed if needed. 



N/A 



POFT2371 is an introductory course that will satisfy the needs of industry. This course will focus on creating 
professional business presence by using current social media applications.  Topics will include strategies, 
effective communication, networking, audience engagement, best practices and using social media apps to 
communicate, engage, and market to business customers and stakeholders. The outcomes listed below are 
not achieved in any other course: 
 



• Identify current social media platforms and their purposes. 
• Demonstrate how to use various social media apps to promote a professional business presence 



online. 
• Describe what makes a social media business presence successful. 
• Develop skills to practice strategies, good communication, networking, and managing current social 



media platforms. 



N/A 













 
 



Program Outcomes and Course Alignment 
 
 
 
Program Name:     Business Office Support Systems  
 
Program Outcomes:  
Program Outcome 1: Demonstrate proficiency using a variety of current software applications to 



complete workplace tasks including the following apps: keyboarding, word-
processing, spreadsheets, presentation graphics, database management, 
project management, social media, accounting, and other software required in 
the workplace. 



Program Outcome 2: Demonstrate effective oral and written communications in-person, by phone, 
and online in a professional manner in the workplace. 



Program Outcome 3: Demonstrate effective soft skills in the workplace including: team work, 
communications, problem solving, working ethically, emotional intelligence, 
professionalism, and any other soft skills required in the workplace. 



Program Outcome 4: Plan, participate, and implement meetings, workshops, conferences, travel 
plans, and any other workplace events in-person, by phone, and online. 



 
 
For each program course, indicate how the course will support the program level outcomes. For 
example, if course WXYZ 1234 introduces students to one of the program outcomes, then enter “I” for 
that specific program outcome. Please note that a course can be “I”, “P”, “E” and/or “A” in any program 
outcome. 



Program Map ▼ 
 



I=Introduced      P=Practiced     E=Emphasized     A=Assessed 
 



Program Courses Program Outcome 
1 



Program Outcome 
2 



Program Outcome 
3 



Program Outcome 
4 



ACNT 1303 IPEA    



POFT 1329 IPEA    



POFI 2301 IPEA    



ACNT 1311 IPEA    



ITSW 1304 IPEA    



BMGT 1341   IPEA  



POFT 1307  IPEA   



POFT 2312  IPEA   



POFT 1319 IPEA    



BMGT 1344  IPEA IPEA  











 
 



Program Outcomes and Course Alignment 
 
POFT 2331* PA PA PA PA 



POFT 2371 IPEA PA PA  



POFT 1349* PA PA PA PA 



BCIS 1305 IPEA    



     



     



     



     



     



     



• Capstone  (Poft 1349) 
 
Developing an Assessment Plan for Program Level Outcomes 
Review existing assessment methods and current practices for collecting/gathering student data to 
identify direct and indirect methods of assessment. Remember that the data will need to be gathered, 
analyzed, and used to support the program’s continuous improvement processes. 
 
Describe the direct and indirect assessment methods that will be used to assess the program level 
outcomes. Include a) what will be assessed, b) how will it be assessed, c) who will be assessing it, and d) 
when will it be assessed. 



 
Program Level 



Outcome 
Direct Method Indirect Method How will the 



data be 
collected? 



Who will collect 
the data? 



When will data 
be collected? 



Demonstrate 
proficiency using 
a variety of 
current software 
applications to 
complete 
workplace tasks 
including the 
following apps: 
keyboarding, 
word-
processing, 
spreadsheets, 
presentation 



Course exams In class 
discussions 



Graded exams Professor At least twice 
per course 











 
 



Program Outcomes and Course Alignment 
 
graphics, 
database 
management, 
project 
management, 
social media, 
accounting, and 
other software 
required in the 
workplace. 
Demonstrate 
effective oral 
and written 
communications 
in-person, by 
phone, and 
online in a 
professional 
manner in the 
workplace. 



Course exams In class 
discussions 



Graded exams Professor At least twice 
per course 



Demonstrate 
effective soft 
skills in the 
workplace 
including: team 
work, 
communications, 
problem solving, 
working 
ethically, 
emotional 
intelligence, 
professionalism, 
and any other 
soft skills 
required in the 
workplace. 



Course exams In class 
discussions 



Graded exams Professor At least twice 
per course 



Plan, Participate, 
and Implement 
meetings, 
workshops, 
conferences, 



Course exams In class 
discussions 



Graded exams Professor At least twice 
per course 











 
 



Program Outcomes and Course Alignment 
 
travel plans, and 
any other 
workplace 
events in-
person, by 
phone, and 
online. 



      



 













CERT 1 - Software 
Application 
Specialist



CERT 1 - 
Administrative 



Support Specialist



CERT 1 - Medical 
Office Support



AAS - Business 
Office Support 



Systems 



ACNT 1303 Introduction to Accounting I X X
ACNT 1311 Introduction to Computerized Accounting X X
ITSW 1304 Introduction to Spreadsheet - Excel X X
ITSC 1309 Integrated Software Applications I - MS Office X X X
POFT 1329 Beginning Keyboarding X X X
POFI 2301 Word Processing - MS Word X X X
HITT 1305 Medical Terminology I X E
HITT 1353 Legal & Ethical Aspects of Health Information X E
POFT 2301 Intermediate Keyboarding X X
POFT 1349 Administrative Office Procedures II (Capstone) X X
POFT 1319 Records and Information Management I X X X
POFT 1307 Proofreading and Editing X X X
POFT 2312 Business Correspondence and Communication X X X
BMGT 1341 Business Ethics X E
BMGT 1344 Negotiations and Conflict Management X E
BCIS 1305 Business Computer Applications X S
POFT 2371 Strategies in Social Media X X
POFT 2331 Administrative Project Solutions X X
POFT 2303 Speed and Accuracy Building X
COSC 1301 Introduction to Computing X



X X X



ECON 1301 Introduction to Economics X
ENGL 1301 Composition I X
HUMA 1301 Introduction to Humanities X
MATH 1332 Contemporary Mathematics (Quantitative Reasoning) X
SPCH 1311 Introduction to Speech Communication X
Italics Gen Ed Courses



S Substitute Course Option
E Elective Course Option



Business Office Support Systems
Stacked Credentials



Elective: BMGT 1341, BMGT 1344, HITT 1305, HITT 1311, HITT 1353, ITSW 
1310, TRVM 2301, TRVM 1327, any POFT course, or any POFI course. Any 
BUSI, ITSC, ITSW, or MRKG course not listed above and that does not 
require a prerequisite.













Comments:



CAB Chair Signature



Comments:



Designated Academic Officer Signature



Authorized Signature (Dean) - By signing, you attest that you, your VPP, and the other campus deans (if applicable) support this proposal.



Rev 09.13.17



  Proposal Not Recommended  (Give Explanation Below)



  Proposal Tabled  (Give Explanation Below)



  Recommendation Tabled  (Give Explanation Below)



CAB Action



Administrative Action



  Proposal Recommended



  Recommendation Approved



  Recommendation Not Accepted  (Give Explanation Below)



Proposer Signature - By signing, you attest that you and other faculty impacted support this proposal.
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First Semester Lec Lab Ext Cont Credit 
ACNT 1303    Introduction to Accounting I 2 2 0 64 3
ACNT 1311 Introduction to Computerized Accounting 2 2 0 64 3
ITSC 1309 Integrated Software Applications I – MS Office 2 2 0 64 3
POFT 1329 Beginning Keyboarding 2 2 0 64 3



Total Hours 8 8 0 256 12



Grand Total Hours 256 12



OSA – Accounting Support
12 credit hours













CIP 52.0401



Lec Lab Ext Cont Credit
ITSC 1309 Integrated Software Applications I - MS Office 2 2 0 64 3
POFI 2301 Word Processing 2 2 0 64 3
POFT 1319 Records and Information Management I 2 2 0 64 3
POFT 1329 Beginning Keyboarding 2 2 0 64 3



Total Hours 8 8 0 256 12



Grand Total 256 12



OSA - Business Office Support Systems
12 credit hours













CIP 52.0401



First Semester Lec Lab Ext Cont Credit
BMGT 1341 Business Ethics 3 0 0 48 3
POFT 1307 Proofreading and Editing 2 2 0 64 3
POFT 2312 Business Correspondence and Communication 2 2 0 64 3
POFT 1319 Records and Information Management I 2 2 0 64 3



Total Hours 9 6 0 240 12



Lec Lab Ext Cont Credit
BCIS 1305 Business Computer Applications 3 0 0 48 3
BMGT 1344 Negotiations and Conflict Management 3 0 0 48 3
POFT 2331 Administrative Project Solutions (new) 3 0 0 48 3
POFT 2371 Strategies in Social Media (new Local Need) 3 0 0 48 3



Total Hours 12 0 0 192 12



Grand Total Hours 432 24



Certificate Level 1 - Administrative Support Specialist
24 credit hours



Second Semester








			Cert 1 - BOSS










CIP 52.0401



First Semester Lec Lab Ext Cont Credit
ACNT 1303 Introduction to Accounting I 2 2 0 64 3
POFI 2301 Word Processing - MS Word 2 2 0 64 3
POFT 1329 Beginning Keyboarding 2 2 0 64 3



Total Hours 6 6 0 192 9



Lec Lab Ext Cont Credit
ACNT 1311 Introduction to Computerized Accounting 2 2 0 64 3
ITSC 1309 Integrated Software Applications I - MS Office 2 2 0 64 3
ITSW 1304 Introduction to Spreadsheet - Excel 2 2 0 64 3



Total Hours 6 6 0 192 9



Grand Total Hours 384 18



Certificate Level 1 - Software Application Specialist
18 credit hours



Second Semester








			Cert 1 - BOSS










CIP 52.0401



First Semester Lec Lab Ext Cont Credit
ACNT 1303 Introduction to Accounting I 1 2 2 0 64 3



POFT 1307 Proofreading and Editing 2 2 0 64 3
POFT 1319 Records and Information Management I 2 2 0 64 3
POFT 1329 Beginning Keyboarding 2 2 0 64 3



Total Hours 256 12
Lec Lab Ext Cont Credit



ITSC 1309 Integrated Software Applications I - MS Office 2 2 0 64 3
POFI 2301 Word Processing - MS Word 2 2 0 64 3
POFT 2301 Intermediate Keyboarding 2 2 0 64 3
POFT 2303 Speed and Accuracy Building 2 2 0 64 3



Total Hours 256 12



POFT 1349 Administrative Office Procedures II (Capstone) 2 2 0 64 3
POFT 2312 Business Correspondence and Communication 2 2 0 64 3



Total Hours 128 6
Grand Total Hours 640 30



Certificate Level 1 - Business Office Support Systems
30 credit hours



Second Semester



Summer Semester



1 May substitute ACNT 1311













CIP 52.0401



Lec Lab Ext Cont Credit 



HITT 1305 Medical Terminology I 3 0 0 48 3



POFT 1307 Proofreading and Editing 2 2 0 64 3



POFT 1319 Records and Information Management I 2 2 0 64 3



POFT 1329 Beginning Keyboarding 2 2 0 64 3



Total Hours 9 6 0 240 12



Lec Lab Ext Cont Credit 



HITT 1353 Legal and Ethical Aspects of Health Information 3 0 0 48 3



ITSC 1309 Integrated Software Applications I – MS Office 2 2 0 64 3



POFI 2301 Word Processing – MS Word 2 2 0 64 3



POFT 2301 Intermediate Keyboarding 



Elective* 2 2 0 64 3



Total Hours 9 6 0 240 12



Lec Lab Ext Cont Credit 



POFT 1349 Administrative Office Procedures II (Capstone) 2 2 0 64 3



POFT 2312 Business Correspondence and Communication 2 2 0 64 3



Total Hours 4 4 0 128 6



Grand Total 608 30



* Elective (3 credit hours): (existing courses) BMGT 1341, BMGT 1344, HITT 1305, HITT 1311, HITT 1353, ITSW 1310, TRVM 2301, TRVM 
1327, any POFT course, or any POFI course. 



Summer Semester



Certificate Level 1 – Medical Office Support



30 credit hours



FIRST YEAR



First Semester



Second Semester













Effective Term:



Additional Fees:



    Termination: OSA - Business Office Support Systems



Course Revisions



    Termination: Certificate Level 1 - Business Office Support Systems



    Termination: OSA - Accounting Support



    AAS - Business Office Support Systems



Rev 06.07.18



Rationale:
See attached.



    



Program Revisions



    New: Certificate Level 1 - Software Application Specialist



    New: Certificate Level 1 - Administrative Support Specialist



New Courses



    POFT 2331 Administrative Project Solutions



    POFT 2371 Strategies in Social Media



    POFT 1349 Administrative Office Procedures II



    POFT 2312 Business Correspondence and Communication



Course Terminations



    POFT 2301 Intermediate Keyboarding



    POFT 2303 Speed and Accuracy Building



Program / Course CIP: 52.0401



Program: Business Office Support Systems (BOSS)



Fall 2021



N/A













  Fall 2021 Revised 



COLLIN COLLEGE 
COURSE SYLLABUS 



 
 
 
 



Course Number:  POFT 1349 
 
Course Title:  Administrative Office Procedures II 



 
Course Description:  In-depth coverage of office procedures with emphasis on decision-



making, goal setting, management theories, and critical thinking. To be completed during 
the last semester of the Business Office Support Systems degree or certificate. Lab 
required.  



 
Course Credit Hours: 3 
            Lecture Hours: 2 
                  Lab Hours: 2 
 
Prerequisites: ITSC 1309, POFI 2301, POFT 1307, and POFT 1319 and POFT 2301 



 
Student Learning Outcomes:   
• State-mandated Outcomes: Upon successful completion of this course, students 



will: 
1. Prepare business documents.  
2. Present business data in report form. 
3. Define management theories.  



 



Course Information 








			COLLIN COLLEGE


			COURSE SYLLABUS


			Course Credit Hours: 3










  Fall 2021 Revised 



COLLIN COLLEGE  
COURSE SYLLABUS 



 
 
 
 
 
Course Number:  POFT 2312 
 
Course Number:  Business Correspondence and Communication 
 
Course Description:  Development of writing and presentation skills to produce effective 



business communications. Lab required. 
Course Credit Hours: 3  
             Lecture Hours: 2  
                   Lab Hours: 2 
 
Prerequisite: POFT 1329 
 
Student Learning Outcomes:   
• State-mandated Outcomes: Upon successful completion of this course, students will: 



1. Create effective business documents. 
2. Evaluate business documents. 
3. Apply ethical communication practices. 



Course Information 













  Fall 2021 New 



COLLIN COLLEGE 
 



COURSE SYLLABUS 



 



 
Course Number:  POFT 2331 
 
Course Title:  Administrative Project Solutions 
 
Course Description:  Advanced concepts of project management and office procedures integrating software 



applications, critical thinking, and problem-solving skills. 
 
Course Credit Hours: 3         



Lecture Hours: 3 
 
Student Learning Outcomes: 
• State-mandated Outcomes: Upon successful completion of this course, students will: 



1. Manage business projects using technology, critical thinking, and problem-solving skills. 



 



Course Information 













  Fall 2021 New 



COLLIN COLLEGE 
 



COURSE SYLLABUS 



 



 
Course Number:  POFT 2371 
 
Course Title:  Strategies in Social Media 
 
Course Description:  This course focuses on creating professional business presence by using current social 



media applications.  Topics will include strategies, effective communication, networking, audience engagement, 
best practices and using social media apps to communicate, engage, and market to business customers and 
stakeholders. 



 
Course Credit Hours: 3         



Lecture Hours: 3 
 
Student Learning Outcomes:     
Upon successful completion of this course, students will: 
 



1. Identify current social media platforms and their purposes 
2. Demonstrate how to use various social media apps to promote a professional business presence online 
3. Describe what makes a social media business presence successful 
4. Develop skills to practice strategies, good communication, networking, and managing current social 



media platforms 
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