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EXHIBIT B

OCEAN

COUNTY COLLEGE

BOARD OF TRUSTEES
Bylaw, Policy, and Curriculum Committee Agenda ltems

To: Board of Trustees
From: Office of the President
Date: August 21, 2013

The following Bylaw, Policy, and Curriculum Committee ifems are recommended to the
Ocean County College Board of Trustees for approval at its meeting on Monday, August 26,
2013:

1. Recommend approval of the items accepted by the CoHege Senate at its meeting on
August 7, 2013:

a. New Degree Program

1) A.A.S. Degree in Business — Web Marketing Option (Exhibit B-1)
b. Revised Degree Programs

1) A.S. Degree in Business Administration (ILxhibit B-2)

2} A.S. Degree in Criminal Justice {(Exhibit B-3)

3) A.S. Degree in Engineering (Exhibit B-4)

4) A.A.S. Degree in Business — Paralegal Studies Option (Exhibit B-5)
c. New Course

1) POLI 101, Global Issues (Exhibit B-6)
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August 21, 2013
d. Revised Courses
1) BUSN 215, Integrated Software Applications (Exhibit B-7)

2) BUSN 220, Office Management (xhibit B-8)

e. Obsolete Courses (Exhibit B-9)

2. Recommend the temporary suspension of Policy #3074, Alcohol- and Drug-Free
Workplace, and Policy #5246.1, Campus Life, Drugs, during the hours of the Gateway
Building Dedication Ceremony on Wednesday, October 2, 2013 (rescheduled from
Thursday, September 19, 2013)
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EXHIBIT B - 1

OCEAN

COUNTY COLLEGE

BOARD OF TRUSTEES

RESOLUTION

WHEREAS, Ocean County College desires to offer a new Web Marketing
Option in its Associate in Applied Science degree program in
Business; and

WHEREAS, the Web Marketing Option is designed to qualify students for entry-
level technology, marketing, and e-commerce positions in small
businesses and nonprofit organizations; and

WHEREAS, this new program option provides a broad business foundation that
examines social media and e-commerce technology development,
electronic and interpersonal communication, and industry standards
for small businesses; and

WHEREAS, students will acquire skills to focus on the interaction among
customer service, industry standards, and web-based technologies;

NOW, THEREFORE, BE IT RESOLVED that the Ocean County College Board
of Trustees, at its meeting on August 26, 2013, approves the Web
Marketing Option of the Associate in Applied Science degree
program in Business.

Stephan R. Leone
Secretary

Approved. August 26, 2013



EXHIBIT B - 1
BUSINESS - A.A.S. Degree Program — Web Marketing Option - Effective Catalog Year 2014-2015

The A.A.S. Business option in Web-based Technology is designed to qualify students for entry-level
technology, marketing, and e-commerce positions in small business and nonprofit organizations. The
program provides a broad business foundation that examines social media and e-commerce technology
development, electronic and interpersonal communication, and industry standards for small businesses.
Students acquire a specific mix of skills that focus on the interaction among customer service, industry
standards, and web-based technologies.

FIRST SEMESTER
ENGL 151 English | Jer
BUSN 131 Introduction to Business Administration Jer,
ECON 151 Macroeconomic Principles _ 3er.
COMM 110 Introduction to Communications Jer.
CSIT 109 Information Technology ' 3er
15¢r.
SECOND SEMESTER
ENGL 152 English Il Jer.
BUSN 134 Principles of Marketing Jer.
BUSN 210 Business Communications - der
ACCT 121 ‘Fundamentals of Accounting . der.
CSIT 123 Integrated Office Software 3er.
15 ¢r.
THIRD SEMESTER
BUSN 251 Business Law | er
COMM 272 Public Relations and Publicity {program elective) Jor.
CSIT 131 Muiti-Media for the Web Jer
Mathematics Gen Ed Requirement Jer.
Eleclive Jer
ECON 153 Contemporary Economic Issues (program eleclive) 3¢r.
18 cr.
FOURTH SEMESTER _ _ _
BUSN 215 Integrated Software Applications ST B
BUSN 220 Office Management - .~~~ A -3
CSIT 133 Web Development Fundamentals - Jcr.
Lab Science Gen £Ed Requirement 4cr.
Elective dcer
16 cr.

TOTAL CREDITS 64 cr.

Note: cr. {credit} = semester credit hour
Courses salisfying general education requirements must be selected from the list of Approved General Education Course
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EXHIBIT B - 2
BUSINESS ADMINISTRATION - A.S. Degree Program - Effective Catalog Year 2044-2042 2014-2015

The follewing-program AS in Business Administration is designed for those students desiring to transfer to a
baccalaureate program in business. administration: This degree /s a broad program of study that provides
students with specific skills as well as a general overwew of busmess top;cs J%sheui&b&ne&ed%a{-semep

institutions-aceredited by the-American-A

uppeHeve%bumes&eemseswﬂheui—va!ldahe&
FIRST SEMESTER
ENGL 151 English | Jer.
BUSN-134———Iniroductionto-Business-Administration 36
Elecfive* der.
——wwm—Ma%hemahs&GeH&-Reqwemem——-—M-er—
MATH 163 or higher College Algebra 3-5cr.
Humanities General Education Requirement Jer
ECON 151 Macroeconomic Principles 3cr
15-48- 17 cr.
SECOND SEMESTER
BUSN 134 Principles of Marketing Jor.
ENGL 152 English Il der.
H! ‘17’) Westemn-Civilizati tion E! 3 or
MA TH 191 or higher Precalculus | Jer.
CSIT 123 Integrated Office Software 3ecr.
ECON 152 Microeconomic Principles 3er,
15 er.
THIRD SEMESTER

Lictof A LG | Edusat
——— CoursesorACAD-155 or-any HEHRP

Course
Elective * 3cr.
BUSN 251 Business Law | Jorn
ACCT 161 Principles of Accounting | 3cer
DQV(‘ 172 nr Conaral Poevehaloav.ar 3 oF

lllllll SRCTArT D yunviv et

Humanities or Socfal Science

Gen Ed Requirement Jer.
Lab Science Gen Ed Requirement dcr.
19 16 cr.
FOURTH SEMESTER :
BUSN 252 Business Law Il 3cr.
Social Science Gen Ed Requirement 3er.
ACCT 162 Principles of Accounting Il Jor.
Nen-Business Elective * 24 1-3cr.
(to meet required 64 cr.)
COMM 154 Fundamentals of Public Speaking Jer.
BUSN 271 Principles of Management Jer.
14-15 16-18¢cr.

TOTAL CREDITS 64
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*-Students-should SN-134-apd BUSN-271
S%W%m%%%%mug%ﬁ%@%%&%%@%%m
should-be liberal aris-courses.

* Most four-year business degree programs require Business Calculus or Calculus as the entry-fevel math

course.
Note: cr. {credit) = semester credit hour
Courses satisfying general education requirements must be selected from the list of Approved General Education

Courses.

Board of Trusless Approval Date: December 6, 2010
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CRIMINAL JUSTICE - A.S. Degree Program - Effective Catalog Year 2014-2015

Students interested in criminal justice as a career will elect this two-year collegiate program. It is designed for those students planning
fo transfer {0 a four-year program in criminal justice. The program suggested below is intended to develop professional criminal justice
skills and knowledge along with a basic academic background. Students pursuing this program on a part-time basis should consult the

Goordinator-of Griminal-Justice an academic advisor for an appropriate sequence.

FIRST SEMESTER
ENGL 151 English | 3cr.
CRIM 152 Infroduction to Law Enforcement 3cr.
CRIM 150 The Criminal Justice System 3cr.
POLI 161 or American Federal Government 3¢r.
POL! 162 State and Local Government
Math Gen Ed Requirement 3cr.
(MATH 156 preferred) 15 cr.
SECOND SEMESTER
ENGL 152 English Il 3er.
CRIM 151 Police Organization and Administration 3er.
CRIM 155 Introduction o Corrections 3cr.
SOCI 181 Introduction to Sociology Jcr.
POLM62 — American-State-and-local Government—————__3¢r
CRIM 255 Criminal Law and Procedure Jer.

Elective 3ecr.

THIRD SEMESTER

S0CI 231or Social Problems or 3er.
SOCI 238 Race and Ethnicity
PSYC 172 General Psychelogy 3-cr:
SCIE 105 Forensic Science 4cr.
CRIM 254 . Constitutional Law and Rules of Evidence 3cr.
CRIM 236 Criminology 3 cr..
Technology Gen Ed Requirement * 3cr.
15¢r. 16 ¢r
FOURTH SEMESTER
CRIM-236——————Criminology 36K
SCIE105 Forensic-Seience 4-gr.
COMM 154 Fund. Of Public Speaking _ 3cr.
PSYC 172 General Psychology Jer.
CRIM 280 Criminal Investigation 4cr.
CRIM-266———————— GriminalbawandProgsedure———————— 3er
POLI 185 Public Administration Jer.
Humanities Gen Ed Requirement 3cr.
e 16 cr.

TOTAL CREDITS 65

* Students may attempt to “test out” of the technology requirement. If they succeed, they must take an additional course(s) in math,
science, or technology from the List of Approved General Education Courses.

Note: ¢r. {credit) = semester credit hour
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Courses satisfying general education requirements must be selected from the list of Approved General Education Courses.

Board of Trustees Approval Date: May 28, 2007
Board of Truslees Approval Date: December 1, 2008
Board of Trustees Approval Date; August 24, 2008
Board of Trustees Approval Date: December 6, 2010
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ENGINEERING - A.S. Degree Program — Effective Catalog Year 2043-2014-2014-2015

XHIBIT B - 4

The Associate in Science Engineering program is designed to prepare the beginning engineering students

to successfully transfer to upper-division-programs—at-four-orfive-year baccalaureate engineering schools
programs. Parlicipants in the associate program will enroll and-successfully-complete-course work in
basie science, mathematics, and engineering courses —related—courses that will provide the serious

students with the knowledge and background necessary to take upper level courses in histher their

chosen field of study.

FIRST SEMESTER
CHEM 181 General Chemistry | 4cr.
PHYS 281 General Physics | 4cr.
MATH 265 Calculus | 4 cr,
ENGR 181 Graphics for Engineers 2¢r.
ENGL 151 English | 3cr.
17 cr
SECOND SEMESTER
CHEM 182 General Chemistry I 4or.
PHYS 282 General Physics | 4cr.
MATH 266 Calculus 1l 4 cr.
Humanities Gen Ed Requirement 3cr.
ENGL 152 English II 3ar.
- 18 cr.
THIRD SEMESTER
MATH 267 Calculus Il 4 ¢r.
ENGR 221 Engineering Statics 3er.
CSIT 165 Programming | Jer.
Social Sei 4 "
—enEd-Requirement———— 3.
Engineering Elective 3-4cr.
DHVS 283 C }'\orol Dhuerne Hi 4 &F
13-14 cr
FOURTH SEMESTER
Technology-Gen-Ed-Requirement* 3-6f-
_— Listef Approved-General Edusational
—_— e Courses-orAGAD 155 orany- HEHPR Course
Social Science or Humanities
Gen Ed Requirement 3er.
ENGR 222 Engineering Dynamics 3cr
ENGR—ZQé———De&gpref_MaienaLS#ae%uFes%—w—Ser-
Elective 3er.
Engineering Elective 3-4 cr.
Social Science Gen Ed Requirement 3er.
15¢r-15-16 cr.
TOTAL CREDITS 64

* Students may attempt to “test out” of the technology requirement. if they succeed, they must take an
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additional course(s) to meet the required 64 total credits.
Note: Transfer students are strongly advised to take MATH 280: Differential Equations.

Note: cr. {credit} = semester credit hour
Courses satisfying general education requirements must be selected from the list of Approved General Education

Courses,

Students should check with their Engineering Advisor and with transfer institutions in selecting
their engineering electives.

Engineering Electives:

CSIT 166 Programming l 4cr,
PHYS 283 General Physics Iif 4cr.
ENGR 225 Design of Material Structures 3cr.
ENGR 251 Electrical Engineering | 4cr.
ENGR 252 Electrical Engineering If 4cr
ENGR 290 Engineering Infernship 3er.
MATH 280: Differential Equations 3cr.

Board of Trustees Approval Date: January 24, 2005
Board of Trustees Approval Date; August 27, 2007
Board of Trustees Approval Date; July 28, 2008
Board of Trustees Approval Date: December 1, 2008
Board of Trustees Approval Date: August 24, 2009
Board of Truslees Approval Date: November 2, 2009
Board of Trustees Approval Date: December 6, 2010
Board of Trustees Approval Date; August 27, 2012
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BUSINESS - A.A.S Degree Program - Paralegal Studies Option ~ Effective Catalog Year 2014-2015

The Associate in Applied Science in Busmess Paralegal Studies Oplaon is de&gned fo prowde a foundatlon for the
legal assistant (paralegal) carear. The-cou
guadeilmbz%mthh&AB&&aadmg&mmm%wﬁammga& Students engage in courses
which emphasize bolh the theory of law and paralegal skill and which are taught by practicing attorneys who have
years of legal exparience.

FIRST SEMESTER
ENGL 151 English | der
LAAW 101 Introduction lo Law & Legal Assisting Jer
BUSN 251 Business Law | Jcr.
Mathematics Gen Ed Requirement Jor.
ECON 151 Macroeconomic Principles St
15 ¢r.
SECOND SEMESTER
ENGL 152 English if 3cr
LAAW 104 introduction to Litigation , 3¢er.
BUSHK 252 Business Law Il Jer.
LAAW 201 l.egal Research & Writing for Paralegals Jor.
COMM 154 Fundamentals of Public Speaking dcr.
15er.
THIRD SEMESTER
LAAW 204 Estate Administration der
—Listof Approved-General-Education
—-Courses-or-ACAD 156 or any-HEHR
Course — 3
LAAW 105, LAAW 106, LAAW 206,
or INTR 290: Internship-LAAW 3cr
BUSN 210 Business Communications 3er
Eleclives Paralegal Course Selections * ger.
18¢cr,
FOURTH SEMESTER
BUSN 267 Real Estate Law 3cr
Lab Science Gen Ed Reqmrement 4cr,
C3IT123 Integrated Office Software 3er.
LAAW 203 Law Office Management 3er.
Elestives Paralegal Course Selections * 3er.
16¢r.
TOTAL CREDITS 64
*Elostives Paralegal Course Selections:
BUSN 126 Word Processing icr.
BUSN 133 Microcomputer Keyboarding ter
LAAW 105 Health Care & Elder Law 3er
LAAW 206 New Jersey Family Law dcr.
CRIM 254 Conslitutional Law and Rules of Evidence 3er
CRIM 255 Criminal Law and Procedure 3cr.
POLI 161 American Federal Government 3crn
ACCT 161 Principles of Accounting | 3er.
BUSN 290 Principles of Real Eslate Ser.
BUSN 271 Principles of Management der
INTR 290 Internship-LAAW 3cr.

LAAW 106 Mediation and Conflict Resolution 3cr



- S
Note: cr. (credit} = semester credit hour LXH,B’T B J

Courses satisfying general education requirements must be selected from the list of Approved General Education
Courses.

Board of Trustees Approval Date: December 8, 2003
Board of Trustees Approval Date: August 27, 2007
Board of Trustees Approval Date: December 1, 2008
Board of Trustees Approval Date: December 6, 2010
Board of Trustees Approval Date: January 30, 2012
Board of Trustees Approval Dale; August 27, 2012
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FXHIBIT B -6

OCEAN COUNTY COLLEGE
COURSE PROPOSAL FORM #7100-1 / OFFICIAL COURSE DESCRIPTION
SCHOOL OF SOCIAL SCIENCE AND HUMAN SERVICES

. COURSE NUMBER AND TITLE: POLI 101: Global Issues

. SEMESTER HOURS: 3 CONTACT HOURS: (3+0)
Lecture Lab

. CATALOG DESCRIPTION: This course engages students in a multifaceted exploration of
various contemporary global issues such as the westernization of developing nations; issues of
war, conflicting religious and ethical values; globalization and international economics post
World War II; and human rights issues in cross-cultural and sociological perspective. The
course will include an interdisciplinary approach, examining recent social, economic and
political trends. Emphasis will be placed on humanistic aspects such as historical, religious and
cultural impacts; artistic and literature influences; and philosophical foundations of societies
within a global context.

. PREREQUISITES: NONE COREQUISITES: NONE

. MAXIMUM CLASS SIZE: 35 COURSE FEE CODE: 0

DIFFERENTIAL FUNDING CATEGORY: X

COURSE TYPE FOR PERKINS REPORTING:
vocational (approved for Perkins funding)
_x_ non-vocational (not approved for Perkins funding)

. JUSTIFICATION

a. Describe the need for this course.

Global Jssues is the introductory course in the sequence that is required for the AA in Global
Studies program and ideally should be taken in the first two semesters.

b. Relationship to courses within the College

i.  Will the college submit this course to the statewide General Education Coordinating
Committee for approval as a course which satisfies a general education requirement?
X yes no

If yes, mark with an “x” the appropriate category below.

__ Communication ___Social Science ____ History

_ Humanities ____Lab Science ___ Science (Non-Lab)
__ Mathematics __ Technology _x_ Diversity

__ Information Literacy ___ Ethical Reasoning/Action

i, If the course does not satisfy a general education requirement, which of the following
does it satisfy:
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Program-specific requirement for the following degree program(s):

X
A.A. in Global Studies
Elective
c. Related courses in other institutions

[NOTE: The two charts below need to be completed when submitting a new course

proposal. They do not need to be completed for most course revisions, unless an Official
Course Description is so old that the course’s transferability needs to be reconsidered, as
in the case of an obsolete course which may be reactivated.]

i. List any comparable course(s) at other community colleges by completing the table

below. Insert “None” if there are no comparabie courses.

Comparable Courses at NJ Community Colleges

Institution Course Course Number Comments
{ex., Brookdale Title Number of Credits
CC, Mercer CC,
Atlantic Cape CC,
etc.)
Brookdale CC Current Global POLI1109 3 International Education
Topics Center
Raritan Valley* Introduction to S0C 208 3
Global Studies
Morris CC* Sociology of SOC 230 3
Globalization

ii. If “None” was inserted, please explain. _
iii. Complete the table below. The four-year institutions listed below comprise the top six
institutions queried on NJTransfer by OCC students.

Transferability of Proposed Course

Institution Course Code, Transfer Category Will NOT Unable to
Title, (Major, General Ed,, Transfer Determine Staius
and Credits or Elective) (Place an “x” (Place “U” in
in box) box)
Georgian Court | GENED "57" General Education -
University (General Ed), 3 | World Perspectives
credits
Kean U

University

Monmouth PS001 (100 Political Science
University Level Political | Elective

Science

Elective, 3 cr.
Richard POLSEC International/Multicul
Stockton Political tural Course, Social
College Science and Behavioral

Elective, 3 cr.

Sciences
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Rowan POSC07075 Social and Behavioral
University General Ed: Sciences

Political
Science
Elective, 3 cr.
Rutgers — New | 2207.231:
Brunswick Contemporary
World
Problems, 3 cr.

iv. If a “U” was inserted above, document the course transferability by providing either (a)
the name of a contact person at the four-year institution, or (b) an email from the contact
person (attach to this proposal).

v. If not transferable to any institution, explain.

d, Consistency with the vision and mission statements, the Academic Master Plan, and the strategic

c.

initiatives of the College:

a. This course will transfer to nearly all New Jersey higher education institutions and so
meets the College’s vision to have students take courses that transfer well. In addition,
this course introduces students to international social, economic and political trends,
which will help them to comumunicate in an increasingly global community and assist
students to become lifelong learners.

b. This course is consistent with the College’s “Academic Master Plan” because students
may develop a more sophisticated way of interpreting the events of the world by
understanding different cultural, political and historical developments and economics. By
having students investigate diverse global issues, topics, and theories within the world,
they may begin to understand the complex relationship between the rise of global trade,
rapid advances in technology and the increasing need for international travel and
intercultural communication.

c. This course is consistent with the strategic initiatives of the College because it draws
upon the talents of existing faculty who can teach courses in both the social sciences and
humanities. The course also will help to prepare students to thrive in a complex and
challenging global community.

Mark with an “x” the General Education goal(s) addressed by this course:

x 1. Communication — Written and Oral x 6. Humanistic Perspective

_ 2, Quantitative Knowledge and Skills x_7. Historical Perspective

_ 3. Scientific Knowledge and Reasoning x 8. Global and Cultural Awareness
x 4. Technological Competency/Info Literacy x_9. Ethical Reasoning and Action
x 5. Society and Human Behavior x 10. Independent/Critical Thinking

SPECIFIC COURSE LEARNING OBJECTIVES

Students who successfully complete this course will be able to:
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a. Communicate a general understanding of some of the major global contemporary issues
and trends.

b. Define globalization in political, economic and sociological terms and identify its impact
on the future.

¢. Demonstrate an understanding of the diversity within communication modes used around
the world.

d. Identify geographical features, population trends, economic and governmental systems,
and global conflicts.

e. Analyze and explain the intellectual traditions of diverse cultures and perspectives, such
religions, arts, and philosophical foundations,

f. Identify and explain issues conceming global stratification and ethics.

8. METHODS OF INSTRUCTION

Lecture, discussion, and small group work

Reading assignments from the textbook, current periodicals, or the Internet.
Writing Assignments

Midterms, Finals, Tests, Quizzes

Instructional Media

Study Abroad Experience

Guest speakeis

mae o o

9. INSTRUCTIONAL MATERIALS / TECHNOLOGY NEEDS / HUMAN RESOURCE NEEDS
(PRESENTLY EMPLOYED VS, NEW FACULTY)

a. Text: An appropriate textbook will be selected. Please contact the department for current
adoptions.

b. Technology: Computer access supports classroom instruction and independent student work.

c. Ceiling projectors in the classroom are used regularly by instructors to demonstrate course
concepts,

10. TENTATIVE TOPICAL OUTLINE
a. Introduction and Course Objectives
b. Content Units
. Human Rights
. Global Health and Practices
. War, disparity, and famine
. Global Stratification and Inequality
. Intercuitural Communication and International Trade
. Global Environment, resources, and human ecology
. Cultural Diversity and change in global communities
. Global Humanistic Perspectives
., World Economics, Business, and Policy
10. Contemporary [ssues in an Interdependent World
11. International Travel Preparation and Cultural Awareness
12-15. Research project based on additional areas or an emphasis on one of the above.

O 00 = O L B L R —
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11. GRADE DETERMINANTS

The final grade in the course will be the cumulative grade based on the following letter grades or
their numerical equivalents for the course assignments and examinations:

A Excellent C Average | Incomplete
B+  Very Good D Below Average W Withdrawn
B Good F Failure R Audit

C+  Above Average P Passing NC  No Credit

12. NUMBER OF PAPERS AND EXAMINATIONS

Sample: A minimum of three major examinations and one major written assignment, or the
equivalents.

APPROVAL PROCESS FOR REVISED COURSE PROPOSALS

In order to maintain a central file of current course documents on Ocean Cruiser, any changes to the
Course Proposal Format or to an Official Course Description must be sent o the Curriculum Committee,
College Senate, and Board of Trustees for action or “For Information Only.” This process will ensure
that current course information is accessible to Advising, Financial Aid, and the college community and
that accurate information will appear in the OCC College Catalog.

Revisions to the following items must Revisions to the following items must be sent

receive action by the Curriculum “For Information Only” to the Curriculum

Committee, College Senate, and Board Committee, College Senate, and Board of

of Trustees. Trustees,

#1 Course Number & Title #5 Maximum Class Size / Course Fee Code /
Differential Funding Category

#2 Semester Hours/Contact Hours #8 Methods of Instruction

#3 Catalog Description #9 Instructional Materials

#4 Prerequisites & Corequisites #10 Tentative Topical Outline

#6 Justification #11 Grade Determinants

#7 Course Objectives #12 Number of Papers and Examinations
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OCEAN COUNTY COLLEGE
OFFICIAL COURSE DESCRIPTION
SCHOOL OF SOCIAL SCIENCE AND HUMAN SERVICES

COURSE NUMBER AND TITLE: BUSN-215: Integrated Software Applications

. SEMESTER HOURS: 3 CONTACT HOURS: (3+0)
Lecture Lab

CATALOG DESCRIPTION:

Emphasis will be placed upon office productivity and the development of a high level of
competence in processing documents, preparing presentations, creating and manipulating
worksheets, managing and sorting data, and importing and exporting data from one program
to another. Ultimately, the student will hold a position in a simulated office environment
that requires proficiency in the use of varied application software.

. PREREQUISITES: BUSN-148-CSTT-123 NONE COREQUISITES:  None

. MAXIMUM CLASS SIZE: 18 COURSE FEE CODE: 1
DIFFERENTIAL FUNDING CATEGORY: A

COURSE TYPE FOR PERKINS REPORTING:
_x_ vocational (approved for Perkins funding)
___ non-vocational (not approved for Perkins funding)

. JUSTIFICATION

a. Describe the need for this course.
Students in the office management program enroll in this required course.
b. Relationship to courses within the College:
1. Will the college submit this course to the statewide General Education Coordinating
Committee for approval as a course which satisfies a general education requirement?

¥C3 X ho

If yes, mark with an “x” the appropriate category below.

__ Communication _ Social Science __ History :
__Humanities _Lab Science __ Science {Non-Lab)
___Mathematics __Technology __ Diversity
__Information Literacy ___ Ethical Reasoning/Action

ii. If the course does not satisfy a general education requirement, which of the
following does it satisfy:

X Program-specific requirement for the following degree program(s):
Administrative Office Management Assoc. in Applied Science

]
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Elective

¢. Related courses in other institutions:

[NOTE: The two charts below need to be completed when submitting a new course
proposal, They do not need to be completed for most course revisions, unless an
Official Course Description is so old that the course’s transferability needs to be
reconsidered, as in the case of an obsolete course which may be reactivated.

i. List any comparable course(s) by completing the table below. Insert “None” if there
are no comparable courses.

Comparable Courses at NJ Community Colleges

Institution Course Course Number Comments
Title Number | of Credits

ii. If “None” was inserted, please explain.
iii. Complete the table below. The institutions listed comprise the top six institutions
queried on NJTransfer by OCC students. :

Transferability of Proposed Course
Institution Course Code, Transfer Category Will NOT Unable to
Title, (Major, General Ed., Transfer Determine Status

and Credits or Elective) (Place an “x™ in | (Place “UJ” in box)
- box)

Rutgers — New

Brunswick

Georgian Court

University

Richard Stockton

College

Monmouth

University

Kean

University

Rowan

University

iv. If a “U” was inserted above, document the course transferability by providing either

(a) the name of a contact person at the four-year institution, or (b) an email from the
contact person (attach to this proposal).

v. Ifnot transferable to any instifution, explain.

d. Consistency with the vision and mission statements, the Academic Master Plan, and the
strategic initiatives of the College
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This course addresses the College’s vision, mission, and Academic Master Plan by
Y

1. Demonstrating the college’s commitment to offer comprehensive educational programs
that develop intentional learners of all ages. (Mission Statement)

ii. Seeking to ensure that students will thrive in an increasingly diverse and complex wo;ld.
(Vision Statement)

iii. Preparing students for successful transfer to other educational institutions and/or for
entrance into the workforce. (Academic Master Plan)

iv. Seeking to empower students through the mastery of intellectual and Practical Skills,
(Academic Master Plan)

v. Challenging students to transfer information into knowledge and knowledge into action.
(Academic Master Plan)

Mark with an “x” the General Education goal(s) addressed by this course:

1 1. Communication — Written and Oral _ 6. Humanistic Perspective

_ 2. Quantitative Knowledge and Skills _ 7. Historical Perspective

__ 3. Scientific Knowledge and Reasoning _ 8. Global and Cultural Awareness
_ 4. Technological Competency/Info Literacy _ 9. Ethical Reasoning and Action
_ 5. Society and Human Behavior x 10. Independent/Critical Thinking

SPECIFIC COURSE LEARNING OBJECTIVES:

Students who successfully complete this course will be able to:

a.  Apply their knowledge of the current Microsoft Office Application Software.

b. Create advanced documents, workbooks, databases, and presentations suitable for
course work, professional purposes, and personal use.

c¢. Work within a project-oriented approach that will allow them to learn by s1mulated
example.

d. Demonstrate their proficiency in the various Microsoft Office Application Software
programs by preparing to pass the Core level Microsoft Office User Specialist Exam.

e. Work independently and in a workplace setting to emulate what they are likely to
encounfer in an actual office situation.

METHODS OF INSTRUCTION:

Lecture and Hand’s On Personal Computers,

INSTRUCTIONAL MATERJALS / TECHNOLOGY NEEDS / HUMAN RESOURCE
NEEDS (PRESENTLY EMPLOYED VS, NEW FACULTY)

a. An appropriate text will be selected. Contact the depanment for current adoptions.
b. Software: Current version of MS Office
c¢. The Internet and the World Wide Web.

TENTATIVE TOPICAL OUTLINE:

s Microsoft Word:
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Creating a Document with a Table, Chart, and Watermark.
Generating Form Letters, Mailing Labels, and Envelopes.
Creating a Professional Newsletter.
Merging Form Letters to E-Mail Addresses using an Access Table.
Microsoft Excel:

» Financial Functions, Data Tables, Amortization Schedules, and Hyperlinks.

* Creating, Sorting, and Querying a Worksheet Database.

v Creating Templates and Working with Multiple Worksheets.

» Linking an Excel Worksheet to a Word Document.
Microsoft Access:

= Reports, Forms and Combo Boxes.

*  Enhancing Forms with OLE Fields, Hyperlinks, and Subforms.

» Integrating Excel Worksheet Data into an Access Database.
Microsoft PowerPoint: ‘

*  Using Embedded Visuals to Enhance a Slide Show.

» (Creating a Presentation Containing Interactive OLE Documents.

» Importing Clips from the Microsoft Clip Gallery Live Web Site.
Integration Case Studies:

» Integrating Excel, Word, PowerPoint, and E-Mail.

» Integrating Word, WordAurt, and Access.

» Integrating Access info Word and Excel,

GRADE DETERMINANTS:

The final grade in the course will be the cumulative grade based on the following letter
grades or their numerical equivalents for the course assignments and examinations:

A Excelient C Average I Incomplete
B+  Very Good D Below Average Y Withdrawn
B Good F Failure R Audit

C+  Above Average P Passing NC  No Credit

NUMBER OF PAPERS AND EXAMINATIONS:

A minimum of three major examinations and one major written assignment, or the
equivalents.

APPROVAL PROCESS FOR REVISED COURSE PROPOSALS

In order to maintain a central file of current course documents on Ocean Cruiser, any changes to the

Course Proposal Format or to an Official Course Description must be sent to the Curriculum
Committee, College Senate, and Board of Trustees for action or “For Information Only.” This
process will ensure that current course information is accessible to Advising, Financial Aid, and the

college community and that accurate information will appear in the OCC College Catalog.
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Revisions to the following items must receive
action by the Curriculum Committee,
College Senate, and Board of Trustees.

Revisions to the following items must be sent
“For Information Only” to the Curriculum

Committee, College Senate, and Board of Trustees.

#1 Course Number & Title

#5 Maximum Class Size / Course Fee Code /
Differential Funding Category

#2 Semester Hours/Contact Hours

#8 Methods of Instruction

#3 Catalog Description

#9 Instructional Materials

#4 Prerequisites & Corequisites

#10 Tentative Topical Outline

#6 Justification

#11 Grade Determinants

#7 Course Objectives

#12 Number of Papers and Examinations

Revised: December 1990; February 27, 1996; April 30, 1996; December 1998; May 4, 2004; Feb.

28, 2006; March 8, 2006

Board of Trustees Approval Date: December 11, 2006
Board of Trustees Approval Date; June 27, 2011
Board of Trustees Approval Date: March 26, 2012

PLT Approval of Form: May 22, 2012
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OCEAN COUNTY COLLEGE
OFFICIAL COURSE DESCRIPTION
SCHOOL OF SOCIAL SCIENCE AND HUMAN SERVICES

. COURSE NUMBER AND TITLE: BUSN-220: Office Management

. SEMESTER HOURS: 3 CONTACT HOURS: (3+0)
Lecture Lab

CATALOG DESCRIPTION:

Office Management_is an interactive course designed to instill effective communication,
leadership, flexibility, willingness to accept and conquer new challenges, and the ability to
be an effective member and manager of the office team.  Emphasis is placed on choosing
a suitable career, preparing and effective cover letter and specialized job resume, and
learning how to present yoursclf effectively in a job interview. Due to the nature of the
content of the course, class attendance is mandatory to provide effective inter-group
activities. Through the use of role playing, video tapes, class speakers, and on-site business
environment visits, the student will develop the skills and characteristics necessary for
growth and advancement in the Administrative Office Management field,

. PREREQUISITES: BUSN-210,BUSN 21 BUSN-214 NONE
COREQUISITES:  None

MAXIMUM CLASS SIZE: 18  COURSE FEE CODE: 1
DIFFERENTIAL FUNDING CATEGORY: A

COURSE TYPE FOR PERKINS REPORTING:
_x_ vocational (approved for Perkins funding)
__ non-vocational (not approved for Perkins funding)

. JUSTIFICATION

a. Describe the need for this course.
Students in the office management program enroll in this required course.

b. Relationship to courses within the College:
i. Wil the college submit this course to the statewide General Education Coordinating
Committee for approval as a course which satisfies a general education requirement?
_yes X__ho

If yes, mark with an “x” the appropriate category below.

__ Communication _ Social Science ____ History
__Humanities _Lab Science _Science (Non-Lab)
___Mathematics ___ Technology _ Diversity

__ Information Literacy __ Ethical Reasoning/Action
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ii. If the course does not satisfy a general education requirement, which of the
following does it satisfy:

X Program-specific requirement for the following degree program(s):
Administrative Office Management Assoc. in Applied Science
Elective

¢. Related courses in other institutions:

[NOTE: The two charts below need to be completed when submitting a new course
proposal. They do not need to be completed for most course revisions, unless an
Official Course Description is so old that the course’s transferability needs to be
reconsidered, as in the case of an obsolete course which may be reactivated.]

. List any comparable course(s) by completing the table below. Insert “None” if there
are no comparable courses.

Comparable Courses at NJ Community Colleges
Institution Course Course Number Comments
Title Number | of Credits

ii. If “None” was inserted, please explain.
iii. Complete the table below. The institutions listed comprise the top six institutions

queried on NJTransfer by OCC students,

Transferability of Proposed Course
Institution Course Code, Transfer Category Will NOT Unable to
Title, (Major, General Ed., Transfer Determine Status

and Credits or Elective) (Place an “x” in | (Place “U” in box)
box)

Rutgers — New
Brunswick
Georgian Court
University
Richard Stockton
College
Monmouth
University
Kean
University
Rowan
University

iv, If a “U” was inserted above, document the course transferability by providing either
(a) the name of a contact person at the four-year institution, or (b) an email from the
contact person (attach to this proposal).

v. Ifnot transferable to any institution, explain.
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d. Consistency with the vision and mission statements, the Academic Master Plan, and the
strategic initiatives of the College

This course addresses the College’s vision, mission, and Academic Master Plan by

i.  Demonstrating the college’s commitment to offer comprehensive educational programs
that develop intentional learners of all ages. (Mission Statement)

ii. Seeking to ensure that students will thrive in an increasingly diverse and complex world.
(Vision Statement)

iil. Preparing students for successful transfer to other educational institutions and/or for
entrance into the workforce. (Academic Master Plan)

iv. Seeking to empower students through the mastery of intellectual and Practical Skills.
(Academic Master Plan)

v. Challenging students to transfer information into knowledge and knowledge into action,
(Academic Master Plan)

e. Mark with an “x” the General Education goal(s) addressed by this course:

1 1. Communication — Written and Oral _ 6. Humanistic Perspective

__ 2. Quantitative Knowledge and Skilis 7. Historical Perspective

_ 3. Scientific Knowledge and Reasoning _ 8. Global and Cultural Awareness
_ 4. Technological Competency/Info Literacy 9. Ethical Reasoning and Action
_ 5. Society and Human Behavior x 10. Independent/Critical Thinking

7. SPECIFIC COURSE LEARNING OBJECTIVES:

a.

b.

h.

i
i

k.

Explain how self-concept influences behavior in the personal and business aspect of
life,

Describe how to set effective goals and the self-motivation and interpersonal skills
needed to achieve them,

Understand how personal characteristics influence the ability to solve problems and
make decisions.

Recognize the career impact of absenteeism and tardiness.

Understand the importance of effective oral and written communication for your
career and personal life.

Recognize how to become more assertive to understand, resolve and negotiate
conflict more effectively,

Identify current acquired personal and technical skills that could serve as the basis in
the complexity for choosing a career.

Identify the steps involved in conducting a job campaign in the opposite roles of an
interviewee versus an inferviewer.

Prepare an effective cover letter and specialized job resume,

Present yourself effectively in a job interview as an inferviewee and an interviewer,
Recognize how to deal with the challenge of hidden barriers to career advancement.

8. METHODS OF INSTRUCTION: Class lecture.

9. INSTRUCTIONAL MATERIALS / TECHNOLOGY NEEDS / HUMAN RESOURCE
NEEDS (PRESENTLY EMPLOYED VS. NEW FACULTY)
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Appropriate texts will be selected. Contact the department for current adoptions.
10. TENTATIVE TOPICAL OUTLINE:
Emphasis is placed on the human relations aspect of being an effective member and
manager of an office tean1. Job interview techniques and business etiquette are stressed.

Preparation of a specialized job resume and cover letter for an Administrative Office
Management career are covered in detail.

11. GRADE DETERMINANTS:

The final grade in the course will be the cumulative grade based on the following letter
grades or their numerical equivalents for the course assignments and examinations:

A Excellent C Average I Incomplete
B+  Very Good D Below Average W Withdrawn
B Good F Failure R Audit

C+  Above Average P Passing NC  No Credit

12. NUMBER OF PAPERS AND EXAMINATIONS:

A minimum of three major examinations and one major written assignment, or the
equivalents.

APPROVAL PROCESS FOR REVISED COURSE PROPOSALS

In order to maintain a central file of current course documents on Ocean Cruiser, any changes to the
Course Proposal Format or to an Official Course Description must be sent to the Curriculum
Committee, College Senate, and Board of Trustees for action or “For Information Only.” This
process will ensure that current course information is accessible to Advising, Financial Aid, and the
college community and that accurate information will appear in the OCC College Catalog.

Revisions to the following items must receive | Revisions to the following items must be sent

action by the Curriculum Committee, “For Information Only” to the Curriculum

College Senate, and Board of Trustees, Committee, College Senate, and Board of Trustees,

#1 Course Number & Title #5 Maximum Class Size / Course Fee Code /
Differential Funding Category

#2 Semester Hours/Contact Hours #8 Methods of Instruction

#3 Catalog Description #9 Instructional Materials

#4 Prerequisites & Corequisites #10 Tentative Topical Qutline

ft6 Justification #11 Grade Determinants

#7 Course Objectives #12 Number of Papers and Examinations
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Revised: December 1990; February 27, 1996; April 30, 1996; December 1998; May 4, 2004; Feb.
28, 2006; March 8, 2006

Board of Trustees Approval Date: December 11, 2006

Board of Trustees Approval Date: March 26, 2012

PLT Approval of Form: May 22, 2012
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Courses to Render Ohsolete

School of Language and the Arts

L]

COMM 100: Basic American Sign Language |
COMM 102: Basic American Sign Language Il
COMM 104: American Sign Language |

COMM 106: Fingerspelling

COMM 112: American Sign Language IV

COMM 113: introduction to Interpreting

COMM 115: interpreting il

COMM 117: Interpreting Lab

COMM 118: Specialized Sign Language

ENGL 001; ESL — Intermediate Conversational English
ENGL 006: ESL — Intermediate Reading and Writing
ENGL 274: The World of Ernest Hemingway

FILM 220: Italian Film

HONR 150: Honors Experience |

HONR 250: Honors Experience I

HONR 292: Henors Seminar ||

HONR 293; Honors Independent Study

SPAN 153: Elementary Spanish for Teachers

SPAN 253: Intermediate Spanish for Teachers

School of Math, Science, and Technology

»

* & @

CSIT 140: Introduction to Computer Organization
CSIT 171: Computer Programming i
CSIT 172: Computer Programming Il
CSIT 271: Data Structures and Algorithm Analysis
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