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INTRODUCTION

Program and Course Approval Handbook

1
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Writing an Integrated Course Outline
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Elements Related to Currency
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Required Elements of a COR per Title 5 §55002

3. Requisites

6. Content

DISCIPLINE ASSIGNMENT
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Administrators in the California Community Colleges

it is credit or noncredit.

ELEMENTS THAT APPLY TO CREDIT COURSES

UNIT VALUE AND CONTACT HOURS

Units, Credit Hours and Learning
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Variable Credit Hours
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Instructional Category In-class Hours Outside-of-class Hours

Lecture (lecture, discussion, seminar and related work) 1 2

Activity (activity, lab w/ homework, studio, and similar) 2 1

Laboratory (traditional lab, natural science lab, clinical, 
and similar)

3 0

 

________________
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Fractional Unit Awards and Minimum Thresholds

Program and Course Approval Handbook
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3 units of credit

Cooperative Work Experience
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CATALOG DESCRIPTION

Units, Hours, and Credit Status
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Requisites and Transferability
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SLO:

SLO:

Writing Objectives and the COR
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Critical Thinking in the Course Objectives
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CONTENT
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Major Headings and Sub Headings

Course Content

1. 

Repeatability and Core Content

Courses Related in Content (Formerly “Course Families”)
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in the 
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Methods of Instruction
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Examples of Course Objectives Examples of Methods of Instruction

Interpret and compare dramatic texts as both written plays 
and in live performance, including works by a variety of 

of gender, cultural background, class, sexual preference, and 
historical period.

Performances of selected dramatic texts followed by 
instructor-guided interpretation and analysis.

Observe and analyze the various components of a theatrical 
performance.

Readings of dramatic texts by the instructor and students 
followed by instructor-guided interpretation.

Differentiate between the play as literature and the play as 
performance.

Attendance at required performances preceded by instructor-
modeled performance review methods and followed by in-
class and small group discussions.

Evaluate the effectiveness of theatrical techniques in 
performance.

Project group meetings in class to develop play

interpretation project and group presentation.

Analyze the artistic, literary, and cultural perspectives of 
various playwrights, including, North American, South 
American, African, Asian, and European.

In-class and out-of-class video and audio presentations 
followed by instructor-guided interpretation, analysis, and 
comparison to live performances.

Analyze and evaluate live theatre as a dynamic art form in Lecture presentations on the organization of

theatrical companies followed by in-rehearsal and backstage 
visits at required performances.



30 | TH E CO U R S E OU T L I N E O F RE C O R D

Using Multiple Methods of Evaluation

Methods of Evaluation and Critical Thinking

Examples of Course Objectives Examples of Methods of Evaluation

theatre terminology.
Evaluation of written analyses for content, form, and 
application of dramatic performance review techniques.

Observe and analyze the various components of a 
theatrical performance.

Evaluation of contributions during class discussion.

Interpret and compare dramatic texts as both written 
plays and in live performance, including works by a 

diversity (such as of gender, cultural background, class, 
sexual preference, and historical period).

Evaluation of participation in and contributions to group 
projects.

Differentiate between the play as literature and the play 
as performance.

Evaluation of written criticisms for content, form, and 
application of critique methodology.

Evaluate the effectiveness of theatrical techniques in 
performance.

Evaluation of performance reviews for completeness, personal 
perspective, and application of performance review styles.

Examine the organization of theatrical companies and 
compare and contrast the roles of theatre personnel, e.g., 
producer, director, dramaturge, technical director, actors, 
choreographer, critic, artistic director, development staff, 
scenographer and designers, and house manager.

Evaluation of interpretations of live performances and dramatic 
texts for cultural context, contrasts in live and textual impact, 
and performance techniques.

Analyze and evaluate live theatre as a dynamic art form 

television.
tests for content, terminology, knowledge of subject matter, 
and ability to compare and contrast types, origins, and 
presentation modes of dramatic material.
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Attendance and Evaluation

Assignments
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Other Considerations for Assignments
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Objective Assignments Written as Types Assignments Written as Examples

general theatre terminology.
Participation in class discussions 
about plays.

Working with several classmates in a 
group, review a list of theater terms 
and provide a two-to-three sentence 

Interpret and compare dramatic texts as 
both written plays and in live performance, 
including works by a variety of playwrights 

(such as of gender, cultural background, class, 
sexual orientation, and historical period).

Textual analysis in discussion 
and writing and required study 
of assigned dramatic texts, 
including works representative of 
diverse gender, ethnic, and global 
perspectives.

Read August Wilson’s Fences and 
write a three-page essay on the 
concept of masculinity in the play.

Observe and analyze the various components 
of a theatrical performance.

Written analysis of several live 
performances of amateur and 
professional theatres presented 
during the academic term.

Write a three-page analysis of a local 
theater production which focuses 
on the elements of lighting and 
blocking.

Observe and analyze the various components 
of a theatrical performance.

Preparation of group projects in 
which major analytical questions 
are discussed and a major project 
designed around issues related to 
play interpretation in performance.

The class will be divided up into 
groups of 4-6 people. As a group, 
you will become theatre personnel 
and will perform a series of functions 
that every theatre must have, 
including choosing a play to produce 
and doing all that needs be done in 
order to produce it.

Differentiate between the play as literature 
and the play as performance.

Listening and viewing.

Study of plays on videotape (DVD) 
and audiotape.

Preparation for participation in daily 
analysis of texts and performances 
by watching video performances of 
a play currently being read by the 
class.

Watch Hamlet’s “To Be or Not To 
Be” soliloquy from the 2000 Ethan 
Hawke version of Hamlet and 
write a one-page essay describing 
how the stage direction found in 
Shakespeare’s text is realized in the 

Evaluate the effectiveness of theatrical 
techniques in performance.

Interpretive analyses of published 
critical reviews of performances and 
plays.

Read the excerpt provided from the 
“Writing for the Stage” chapter of 
Vaclav Havel’s Disturbing the Peace 
and discuss his opinions on his own 
technical achievements and failures.

Required Texts And Other Instructional Materials
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Materials Other than Books

Required Materials and Articulation
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DETERMINING LEVELS BELOW TRANSFER AND CB 
21 RUBRICS

Basic Skills and Title 5

 

 

 

 

 

Pre-transfer Courses and Degree Applicability
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Aligning Basic Skills Curriculum with the CB 21 Rubrics

Determining College Level Coursework
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ELEMENTS THAT APPLY TO NONCREDIT COURSES

Contact Hours
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Catalog Description

Important Course Content and Educational Planning

Schedule Flexibility in the Description
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Course Expenses and Required Materials

Examples of Noncredit Course Descriptions
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Requisites

College Catalog Course Description Checklist for Noncredit
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CONTENT
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Career Development and College Preparation (CDCP)

Code 

METHODS OF INSTRUCTION
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course:

Objective Method of Instruction

Repair various types and grades of damaged sheet metal back 
to paint grade quality using common shop-hand tools.

Instructor will demonstrate the proper techniques of 
stretching and shrinking sheet metals for annealing and cold-
working sheet metals. Students will practice and develop 
these skills using common shop-hand tools.

pertains to citizenship. objective and will participate in in-class discussions prior 
to reviewing and completing the course workbook un the 
segment pertaining to U.S. History.

methods to safely secure a household from potential dangers 
to children under the age of ten.

for children, after which students will complete in-class 
participation activities designed to promote a discussion 
about student experiences growing up around in-home 
hazards.

Develop a balanced and nutritious weekly menu and properly 
prepare and serve common nutritious meals in a safe and 
sanitary manner.

Lecture and reading assignments to develop a general 
understanding of basic human nutritional requirements, 
followed by a practical exercise in researching food costs 
among various food groups and across generic versus named-
brand sources.

Develop a vocabulary of words commonly used in the 

understanding of the word usage and the ability to effectively 
pronounce and enunciate the learned vocabulary.

Introductory lecture followed by unlimited self-paced use of 
audio and video recordings coupled with numerous in-class 
language development practice/participation sessions.

Perform elementary arithmetic calculations within workplace 
scenarios such as properly counting back change or preparing 
a service order tabulation for a cost estimate.

Introductory lecture coupled with workbook practice sessions 
to develop calculation skills, followed by review of scenario 
videos demonstrating proper customer communication and 
resolution practices.

Recognize and identify various types of normal and abnormal 
behavior or symptoms in children and determine a proper 
course of action if such is warranted.

In-class review of several international documentaries of 
pandemic exposure of children to various unchecked health 
disasters, followed by in-class discussions and further lecture 
or reading about symptomology of common childhood 
ailments.

METHODS OF EVALUATION AND AT TENDANCE
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Objectives Method of Evaluation

Repair various types and grades of damaged sheet metal back 
to paint grade quality using common shop-hand tools.

Evaluation of various practice pieces culminating in a color 

pertains to citizenship.
Students review, restudy, and reattempt workbook questions 
until responding successfully to a certain percentage of the 
questions.

methods to safely secure a household from potential dangers 
to children under the age of ten.

In-class evaluations by instructor and student participation 
in feedback sessions to provide a diverse spectrum of safety 
examples, concerns, and solutions.

Develop a balanced and nutritious weekly menu and properly 
prepare and serve common nutritious meals in a safe and 
sanitary manner.

Students implement the developed weekly menu for one 
week and self-evaluate using provided forms to report results 
in a class-reporting session.

XXX along with a comprehensive understanding of the word 
usage and the ability to effectively pronounce and enunciate 
the learned vocabulary.

Evaluation of in-class participation as discourse becomes more 
sophisticated throughout the term of the course coupled 
to scenario practice with audio recordings for feedback and 
guided self-evaluation.

Perform elementary arithmetic calculations within workplace 
scenarios such as properly counting back change or preparing 
a service order tabulation for a cost estimate.

Students successfully complete three differing types of 
estimate and invoice preparations and transact them with the 
instructor or aide acting as the customer.

Recognize and identify various types of normal and abnormal 
behavior or symptoms in children and determine a proper 
course of action if such is warranted.

Reviewing videos or scenarios of children in normal settings. 
Students will correctly identify at least four abnormal 
conditions.
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Attendance

ASSIGNMENTS AND OTHER ACTIVITIES

course SLO.
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Objectives Assignments

Repair various types and grades of damaged sheet metal 
back to paint grade quality using common shop-hand tools.

Using common shop-hand tools, the student will repair 
at least three different types or grades of damaged sheet 
metal back to paint grade quality.

it pertains to citizenship.
The student will read and properly respond to questions in 
a course workbook in the subject area of U.S. history.

methods to safely secure a household from potential dangers 
to children under the age of ten.

Using a simulation scenario, the student will properly 
secure a household from potential dangers to children 
under the age of ten.

Develop a balanced and nutritious weekly menu and properly 
prepare and serve common nutritious meals in a safe and 
sanitary manner.

The student will develop a balanced and nutritious weekly 

nutrition parameters as assigned. 

XXX along with a comprehensive understanding of the word 
usage and the ability to effectively pronounce and enunciate 
the learned vocabulary.

Using the XXX vocabulary workbook, the student will 
participate in in-class narrations of words, sentences, and 
paragraphs contained within the lesson workbook.

Perform elementary arithmetic calculations within workplace 
scenarios such as properly counting back change or 
preparing a service order tabulation for a cost estimate.

Utilizing in-class scenarios, the students will prepare an 
invoice and estimate, properly tabulated, and will transact 
payment and correctly provide change to a customer.

Recognize and identify various types of normal and abnormal 
behavior or symptoms in children and determine a proper 
course of action if such is warranted.

Utilizing online research materials, the student will 

and the measles.

RELEVANT  ADDITIONAL COURSE OUTLINE ELEMENTS AND CONSIDERATIONS

Modality Of Instruction Distance Education
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COURSE CALENDAR AND MAXIMUM CLASS SIZE
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Determining Appropriateness of Class Maximums

Setting Course Enrollment Maximums: Process, Roles, and Principles,

Discussion Between Senate and Bargaining Unit

Other Local Elements
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GENERAL CURRICULUM CONSIDERATIONS

Local Processes and Autonomy

Course and Program Approval

Program and Course Approval Handbook th

Program and Course Approval Handbook.

Program Review and the Course Outline of Record

Program 
Program Review: Setting a Standard 
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Program and Course Approval Handbook 

Full Review by the Curriculum Committee: Substantive Changes

 

Title 5 or the Program and Course Approval Handbook
 

 

 

 

 

 

 

 

 

 

Approved on the Consent Agenda: Minor Changes
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Information Item Only/No Action: Technical Changes
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CALIFORNIA’S EDUCATION SEGMENTS’ ROLES AND 
STUDENTS

CSU GE Breadth and IGETC

www.assist.org
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Conclusion
Title 5 55002 
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Appendix I: Chancellor’s Office Memorandum on the 
Standard Formula for Credit Hour Calculations
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California Community Colleges Chancellor’s Office 
Hours and Units Calculations 

 

I.  Standard Formula for Credit Hour Calculations 
Standards for credit hour calculations are contained in title 5 §§55002.5, 55002(a)(2)(B), and 
55002(b)(2)(B).  Courses not classified as cooperative work experience, clock hour, or open entry/ open 
exit use the following method for calculating units of credit. 
Divide the total of all student learning hours (lecture, lab, activity, clinical, TBA, other + outside-of-class 
hours) by the hours-per-unit divisor, round down to the nearest increment of credit awarded by the 
college.  Expressed as an equation: 
 

[Total Contact Hours + Outside-of-class Hours] 
                      Hours-per-unit Divisor 

= 
Units of 
Credit 

 
The result of this calculation is then rounded down to the nearest .5 increment or to the nearest 
fractional unit award used by the district, if smaller than .5.   This formula applies to both semester and 
quarter credit calculations.  While this formula can yield a value below the lowest increment of credit 
awarded by the college, zero-unit courses are not permissible.  The following definitions are used in the 
application of this formula: 
 

Total Contact Hours:  The total time per term that a student is under the direct supervision of an 
instructor or other qualified employee as defined in §§58050 - 58051.  This number is the sum of all 
contact hours for the course in all calculations categories, including lecture, recitation, discussion, 
seminar, laboratory, clinical, studio, practica, activity, to-be-arranged, etc.  Contact hours for courses 
may include hours assigned to more than one instructional category, e.g. lecture and laboratory, 
lecture and activity, lecture and clinical. 

 
Outside-of-class Hours: Hours students are expected to engage in course work outside of the 
classroom.  Federal and state regulations for credit hour calculations are based on the total time a 
student spends on learning, including outside-of-class hours.  As a matter of standard practice in 
higher education, lecture and related course formats require two hours of student work outside of 
class for every hour in-class.  All other academic work, including laboratory, activity, studio, clinical, 
practica, TBA, etc. must provide an equivalent total number of student learning hours as typically 
required for lecture, with the ratio of in-class to outside-of-class work prorated appropriately for the 
instructional category.    



| 57 TH E CO U R S E OU T L I N E O F RE C O R D

 
Typically, these ratios are expressed as follows: 
 

Instructional Category 
In-class 
Hours 

Outside-of-class 
Hours 

Lecture 
(Lecture, Discussion, Seminar and Related Work) 

1 2 

Activity 
(Activity, Lab w/ Homework, Studio, and Similar) 

2 1 

Laboratory 
(Traditional Lab, Natural Science Lab, Clinical, and Similar) 

3 0 

 
Other categories or ratios for inside- to outside-of-class hours are possible, but should fall within the 
parameters for one unit of credit as described above. Standard expectations in higher education for 
credit hour calculations generally align with the in-class to outside-of-class ratios as described in this 
table. Deviations from these widely accepted standards, while permitted, can negatively affect 
course transferability and articulation and should be used with caution. Since TBA hours are required 
to be listed separately on the COR, any outside-of-class hours expected of students in relationship to 
TBA contact hours must be included in the total student learning hours for the calculation. 

Hours-per-unit Divisor:  The value, or value range, used by the college to define the number of hours 
required to award each unit of credit.  This value must be minimum of 48 and maximum of 54 hours 
for colleges on the semester system and a minimum of 33 and maximum of 36 for colleges on the 
quarter system.  This number represents the total student learning hours for which the college 
awards one unit of credit. Colleges may use any divisor within this range, but should maintain 
consistency between the divisor and the dividend.  For example, if a college uses the 51 = 1 unit 
calculation to determine the hours of lecture and outside of class work in the dividend, they should 
use 51 as the divisor.  Colleges that indicate the minimum and maximum range of 48 – 54 should 
show that same range for the dividend in the equation and resulting unit calculation. 

 
Colleges must exercise caution in determining the hours-per-unit divisor for credit hour calculations.   
Because California finance laws assume that primary terms average 17-weeks on the semester system 

-
week academic year), and because student attendance and related apportionment state compliance 
auditing is based on the student contact hours delineated in the official COR, the Chancellor’s Office 
strongly recommends that colleges use the 18-week semester or 12-week quarter as the basis for the 
student contact hour calculation used in the COR, even if a college has been approved to use a 
compressed academic calendar. The 18-week semester or 12-week quarter primary term provides the 
greatest flexibility in terms of contact hours, and colleges do not risk an audit finding for excessive 
apportionment claims such as they might experience using a 16-week semester basis for the contact-
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hour calculation. Additionally, it is also important to note the flexible calendar program is designed 
around the 35-week traditional academic calendar, so basing contact hour targets around an 18-week 
semester assures that instructional hours lost to “flex” activities will not result in the district not 
providing the minimum number of hours required by Title 5, section 55002.5, to award a unit of credit.  
Colleges using the 48-hour minimum calculation for determining credit hours risk problems with 
apportionment calculations and audits.  Colleges must be specifically authorized by the Chancellor’s 
Office to use a compressed calendar, which adds further caution to the use of the minimum end of the 
hour to unit range. 

Likewise, the activity or laboratory with homework calculation should be used with caution.  In the 
natural sciences and other disciplines, it is standard practice to base the number of units awarded for 
laboratory solely on contact hours, even though there may be some expectation of student work or 
preparation outside of class.  Any alteration of this relationship for laboratory courses in the natural 
sciences and clinical hours in many allied health fields, can jeopardize programmatic accreditation where 
specific ratios or hours are required for program components or course acceptability in meeting major 
or general education requirements when transferred to a baccalaureate degree-granting institution. Use 
of this category should be restricted to only those instructional areas where it is clearly aligned with 
accepted practices higher education.  The term “activity” as used in this context is not intended to limit 
or define the use of this term locally.  Some colleges use this term—and related credit calculations—
interchangeably with laboratory. 

The Course Outlines of Record for many districts do not specify the outside-of-class hours, relying 
instead on the assumption of traditional ratios for inside- to outside-of-class hours for lecture, 
laboratory, or other course formats.  In instances where districts only record total contact hours for the 
course as a whole or in each instructional category on the Course Outline of Record, the course 
submission must include the expected hours of student work outside of class used to determine total 
student learning hours for the purposes of credit calculations as described above.  The tables on the 
following pages provide guidance for the expected outside-of-class hours for a wide range of typical 
credit hour calculations. 

II.  Fractional Unit Awards and Minimum Thresholds 
Title 5 requires colleges to award units of credit in .5 unit increments at a minimum.  Calculations for 
each increment of credit awarded by the college represent the minimum threshold for awarding that 
increment of credit.  Students are awarded the next increment of credit only when they pass the next 
minimum threshold.   

For example, if a course is designed to require 180 total student learning hours (36 lecture, 72 lab, and 
72 outside-of-class hours), the calculation of units works as follows: 

180 / 54 = 3.33 
3 units of credit 
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In this example, the college would not award 3.5 units until the total student learning hours reached the 
189-hour minimum threshold for 3.5 units. However, if a college offers credit in .25 increments, this 
example would yield a 3.25 unit course.  Another common example is a course offered for 40 contact 
hours, with no hours of homework, resulting in 40 total student learning hours.  In a district that awards 
credit in .5 increments, 40 total student learning hours / 54 = .75, which meets the minimum threshold 
for .5 units of credit, but does not pass the minimum threshold for 1 unit of credit.  In this example, 40 
total student learning hours (36 contact and 4 outside-of-class) would award .5 units of credit.  This is 
similar to grading systems where, for example, a student earns a “B” for any percentage between 80 and 
89.  The student is only awarded an “A” when they reach the minimum threshold of 90 percent. 
 
III.  Cooperative Work Experience 
Units for Cooperative Work Experience courses are calculated as follows: 
 

Each 75 hours of paid work equals one semester credit or 50 hours equals one quarter credit. 
Each 60 hours of non-paid work equals one semester credit or 40 hours equals one quarter credit. 

 
IV.  Clock Hour Courses / Programs 
The definition of a clock hour program and standards for awarding of units of credit for these programs 
is defined in federal regulations 34 CFR §668.8(k)(2)(i)(A) and 668.8(l), respectively.  In this regulation, a 
program is considered to be a clock-hour program if a program is required to measure student progress 
in clock hours when: 

Receiving Federal or State approval or licensure to offer the program; or 
Completing clock hours is a requirement for graduates to apply for licensure or the 
authorization to practice the occupation that the student is intending to pursue. 

Programs that meet this definition are required to use a federal formula for determining the appropriate 
awarding of credit that is outlined in 34CFR §668.8(l). 
 
V.  Local Policy 
Colleges are encouraged to develop local policy, regulations, or procedures specifying the accepted 
relationship between contact hours, outside-of-class hours, and credit for calculating credit hours to 
ensure consistency in awarding units of credit.  The creation of a standing policy or formal calculation 
document helps districts fulfill the responsibility of local governing boards under Title 5 §55002 to 
establish the relationship between units and hours for the local curriculum development and approval 
process. 
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VI.  Sample Calculations Tables 
The tables on the following pages provide examples of common configurations for credit hour 
calculations, divided into two sections. 
 
The first section provides tables for three most common ratios of in-class to outside-of-class work as 
described above for semester calculations.  The table on the left provides calculations for the minimum 
48 hours = 1 unit of credit.  The table on the right provides calculations for the maximum baseline of 54 
hours = 1 unit of credit.  For colleges that use 51, 52.5 or other intermediate divisors, the same general 
principle and ratios apply and all calculations should fall between these two number sets. For example, a 
college using 51 as the divisor would show 3 units of lecture credit as 51 hours of in-class work, 102 
hours outside of class for a total of 153 total student learning hours.  While these tables are not 
prescriptive, they are accurate guides for the development of local processes or policy and provide good 
examples of compliant calculations that are aligned to widely accepted standards for higher education.  
The second section provides examples of calculation tables in the same format for quarter calculations. 
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Section 1: Sample Calculation Tables – Semester Calculations 

Lecture 48 = 1 unit     54 = 1 unit   
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0.50 8 16 24 9 18 27 
1.00 16 32 48 18 36 54 
1.50 24 48 72 27 54 81 
2.00 32 64 96 36 72 108 
2.50 40 80 120 45 90 135 
3.00 48 96 144 54 108 162 
3.50 56 112 168 63 126 189 
4.00 64 128 192 72 144 216 
4.50 72 144 216 81 162 243 
5.00 80 160 240 90 180 270 
5.50 88 176 264 99 198 297 
6.00 96 192 288 108 216 324 
6.50 104 208 312 117 234 351 
7.00 112 224 336 126 252 378 
7.50 120 240 360 135 270 405 
8.00 128 256 384 144 288 432 
8.50 136 272 408 153 306 459 
9.00 144 288 432 162 324 486 
9.50 152 304 456 171 342 513 
10.00 160 320 480 180 360 540 
10.50 168 336 504 189 378 567 
11.00 176 352 528 198 396 594 
11.50 184 368 552 207 414 621 
12.00 192 384 576 216 432 648 
12.50 200 400 600 225 450 675 
13.00 208 416 624 234 468 702 
13.50 216 432 648 243 486 729 
14.00 224 448 672 252 504 756 
14.50 232 464 696 261 522 783 
15.00 240 480 720 270 540 810 
15.50 248 496 744 279 558 837 
16.00 256 512 768 288 576 864 
16.50 264 528 792 297 594 891 
17.00 272 544 816 306 612 918 
17.50 280 560 840 315 630 945 
18.00 288 576 864 324 648 972 
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Activity, Lab 
w/Hmwrk 48 = 1 unit     54 = 1 unit   

Units 
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0.50 16 8 24 18 9 27 
1.00 32 16 48 36 18 54 
1.50 48 24 72 54 27 81 
2.00 64 32 96 72 36 108 
2.50 80 40 120 90 45 135 
3.00 96 48 144 108 54 162 
3.50 112 56 168 126 63 189 
4.00 128 64 192 144 72 216 
4.50 144 72 216 162 81 243 
5.00 160 80 240 180 90 270 
5.50 176 88 264 198 99 297 
6.00 192 96 288 216 108 324 
6.50 208 104 312 234 117 351 
7.00 224 112 336 252 126 378 
7.50 240 120 360 270 135 405 
8.00 256 128 384 288 144 432 
8.50 272 136 408 306 153 459 
9.00 288 144 432 324 162 486 
9.50 304 152 456 342 171 513 
10.00 320 160 480 360 180 540 
10.50 336 168 504 378 189 567 
11.00 352 176 528 396 198 594 
11.50 368 184 552 414 207 621 
12.00 384 192 576 432 216 648 
12.50 400 200 600 450 225 675 
13.00 416 208 624 468 234 702 
13.50 432 216 648 486 243 729 
14.00 448 224 672 504 252 756 
14.50 464 232 696 522 261 783 
15.00 480 240 720 540 270 810 
15.50 496 248 744 558 279 837 
16.00 512 256 768 576 288 864 
16.50 528 264 792 594 297 891 
17.00 544 272 816 612 306 918 
17.50 560 280 840 630 315 945 
18.00 576 288 864 648 324 972 
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Lab, Clinical, 
Activity, etc. 48 = 1 unit     54 = 1 unit   

Units 
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0.50 24 0 24 27 0 27 
1.00 48 0 48 54 0 54 
1.50 72 0 72 81 0 81 
2.00 96 0 96 108 0 108 
2.50 120 0 120 135 0 135 
3.00 144 0 144 162 0 162 
3.50 168 0 168 189 0 189 
4.00 192 0 192 216 0 216 
4.50 216 0 216 243 0 243 
5.00 240 0 240 270 0 270 
5.50 264 0 264 297 0 297 
6.00 288 0 288 324 0 324 
6.50 312 0 312 351 0 351 
7.00 336 0 336 378 0 378 
7.50 360 0 360 405 0 405 
8.00 384 0 384 432 0 432 
8.50 408 0 408 459 0 459 
9.00 432 0 432 486 0 486 
9.50 456 0 456 513 0 513 

10.00 480 0 480 540 0 540 
10.50 504 0 504 567 0 567 
11.00 528 0 528 594 0 594 
11.50 552 0 552 621 0 621 
12.00 576 0 576 648 0 648 
12.50 600 0 600 675 0 675 
13.00 624 0 624 702 0 702 
13.50 648 0 648 729 0 729 
14.00 672 0 672 756 0 756 
14.50 696 0 696 783 0 783 
15.00 720 0 720 810 0 810 
15.50 744 0 744 837 0 837 
16.00 768 0 768 864 0 864 
16.50 792 0 792 891 0 891 
17.00 816 0 816 918 0 918 
17.50 840 0 840 945 0 945 
18.00 864 0 864 972 0 972 
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Section 2: Sample Calculation Tables - Quarter Calculations 

Lecture  33 = 1 unit     36 = 1 unit   

Units 
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0.5 5.5 11 16.5 6 12 18 
1.0 11.0 22 33.0 12 24 36 
1.5 16.5 33 49.5 18 36 54 
2.0 22.0 44 66.0 24 48 72 
2.5 27.5 55 82.5 30 60 90 
3.0 33.0 66 99.0 36 72 108 
3.5 38.5 77 115.5 42 84 126 
4.0 44.0 88 132.0 48 96 144 
4.5 49.5 99 148.5 54 108 162 
5.0 55.0 110 165.0 60 120 180 
5.5 60.5 121 181.5 66 132 198 
6.0 66.0 132 198.0 72 144 216 
6.5 71.5 143 214.5 78 156 234 
7.0 77.0 154 231.0 84 168 252 
7.5 82.5 165 247.5 90 180 270 
8.0 88.0 176 264.0 96 192 288 
8.5 93.5 187 280.5 102 204 306 
9.0 99.0 198 297.0 108 216 324 
9.5 104.5 209 313.5 114 228 342 

10.0 110.0 220 330.0 120 240 360 
10.5 115.5 231 346.5 126 252 378 
11.0 121.0 242 363.0 132 264 396 
11.5 126.5 253 379.5 138 276 414 
12.0 132.0 264 396.0 144 288 432 
12.5 137.5 275 412.5 150 300 450 
13.0 143.0 286 429.0 156 312 468 
13.5 148.5 297 445.5 162 324 486 
14.0 154.0 308 462.0 168 336 504 
14.5 159.5 319 478.5 174 348 522 
15.0 165.0 330 495.0 180 360 540 
15.5 170.5 341 511.5 186 372 558 
16.0 176.0 352 528.0 192 384 576 
16.5 181.5 363 544.5 198 396 594 
17.0 187.0 374 561.0 204 408 612 
17.5 192.5 385 577.5 210 420 630 
18.0 198.0 396 594.0 216 432 648 
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 Activity or 
Lab 
w/Hmwk 

33 = 1 unit     36 = 1 unit   

Units 
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0.5 11.0 5.5 16.5 12 6 18 
1.0 22.0 11.0 33.0 24 12 36 
1.5 33.0 16.5 49.5 36 18 54 
2.0 44.0 22.0 66.0 48 24 72 
2.5 55.0 27.5 82.5 60 30 90 
3.0 66.0 33.0 99.0 72 36 108 
3.5 77.0 38.5 115.5 84 42 126 
4.0 88.0 44.0 132.0 96 48 144 
4.5 99.0 49.5 148.5 108 54 162 
5.0 110.0 55.0 165.0 120 60 180 
5.5 121.0 60.5 181.5 132 66 198 
6.0 132.0 66.0 198.0 144 72 216 
6.5 143.0 71.5 214.5 156 78 234 
7.0 154.0 77.0 231.0 168 84 252 
7.5 165.0 82.5 247.5 180 90 270 
8.0 176.0 88.0 264.0 192 96 288 
8.5 187.0 93.5 280.5 204 102 306 
9.0 198.0 99.0 297.0 216 108 324 
9.5 209.0 104.5 313.5 228 114 342 

10.0 220.0 110.0 330.0 240 120 360 
10.5 231.0 115.5 346.5 252 126 378 
11.0 242.0 121.0 363.0 264 132 396 
11.5 253.0 126.5 379.5 276 138 414 
12.0 264.0 132.0 396.0 288 144 432 
12.5 275.0 137.5 412.5 300 150 450 
13.0 286.0 143.0 429.0 312 156 468 
13.5 297.0 148.5 445.5 324 162 486 
14.0 308.0 154.0 462.0 336 168 504 
14.5 319.0 159.5 478.5 348 174 522 
15.0 330.0 165.0 495.0 360 180 540 
15.5 341.0 170.5 511.5 372 186 558 
16.0 352.0 176.0 528.0 384 192 576 
16.5 363.0 181.5 544.5 396 198 594 
17.0 374.0 187.0 561.0 408 204 612 
17.5 385.0 192.5 577.5 420 210 630 
18.0 396.0 198.0 594.0 432 216 648 
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Lab, 
Clinical, 
Activity, 
etc.  33 = 1 unit     36 = 1 unit   

Units 
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0.5 16.5 0.0 16.5 18 0 18 
1.0 33.0 0.0 33.0 36 0 36 
1.5 49.5 0.0 49.5 54 0 54 
2.0 66.0 0.0 66.0 72 0 72 
2.5 82.5 0.0 82.5 90 0 90 
3.0 99.0 0.0 99.0 108 0 108 
3.5 115.5 0.0 115.5 126 0 126 
4.0 132.0 0.0 132.0 144 0 144 
4.5 148.5 0.0 148.5 162 0 162 
5.0 165.0 0.0 165.0 180 0 180 
5.5 181.5 0.0 181.5 198 0 198 
6.0 198.0 0.0 198.0 216 0 216 
6.5 214.5 0.0 214.5 234 0 234 
7.0 231.0 0.0 231.0 252 0 252 
7.5 247.5 0.0 247.5 270 0 270 
8.0 264.0 0.0 264.0 288 0 288 
8.5 280.5 0.0 280.5 306 0 306 
9.0 297.0 0.0 297.0 324 0 324 
9.5 313.5 0.0 313.5 342 0 342 

10.0 330.0 0.0 330.0 360 0 360 
10.5 346.5 0.0 346.5 378 0 378 
11.0 363.0 0.0 363.0 396 0 396 
11.5 379.5 0.0 379.5 414 0 414 
12.0 396.0 0.0 396.0 432 0 432 
12.5 412.5 0.0 412.5 450 0 450 
13.0 429.0 0.0 429.0 468 0 468 
13.5 445.5 0.0 445.5 486 0 486 
14.0 462.0 0.0 462.0 504 0 504 
14.5 478.5 0.0 478.5 522 0 522 
15.0 495.0 0.0 495.0 540 0 540 
15.5 511.5 0.0 511.5 558 0 558 
16.0 528.0 0.0 528.0 576 0 576 
16.5 544.5 0.0 544.5 594 0 594 
17.0 561.0 0.0 561.0 612 0 612 
17.5 577.5 0.0 577.5 630 0 630 
18.0 594.0 0.0 594.0 648 0 648 
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Appendix II: Glossary

Advisories

Articulation

Assignment

Associate Degree for Transfer (ADT)

Career Technical Education (CTE)

Catalog Description

CDCP or Enhanced Funding
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Class Time

Contact Hours

Content
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Contract Education Courses

Cooperative Work Experience Courses

Corequisites

Course Description

Course Outline of Record (COR)

Credit Courses

Critical Thinking
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Degree Applicable Credit Courses

Delivery

Discipline

Distance Learning (Distance Education)

Educational Program

Evaluation (Student Evaluation)

Experimental Course
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Field Trip

Homework

Independent Study Course

Intensity

Lower Division
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Matriculation

Methods of Instruction

Mission

Modality

Noncredit

Non-degree Applicable Credit Courses
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Not-for-Credit Courses

Objectives

Open-entry/Open-exit Courses

Open Educational Resources (OER)

Prerequisites

Program Review

Scope

Special Topics Course
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Student Learning Outcomes (SLOs)

Study (Independently)

Syllabus

Textbooks/Instructional Materials

Title 5 Regulations

Transferability
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Units

Upper Division

Variable Unit Courses
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Appendix III: Course Outline of Record Title 5 
Requirements

 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Requisites  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
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Appendix IV: Relevant Publication Resources

ACCREDITATION

. Accreditation standards. 

. 
resource for local senates. 

for faculty. 

ARTICULATION

. A transfer discussion. 

. California articulation policies and procedures handbook. 

CHANCELLOR’S  OFFICE GUIDELINES

Student attendance accounting manual. 

Distance education guidelines. 

Budget and accounting manual. 

Guidelines for title 5 §55003: Policies for prerequisites, corequisites and advisories 
on recommended preparation.  

California community colleges taxonomy of programs.
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Guidelines on course repetition.  

Program and course approval handbook. 

CURRICULUM AND CURRICULUM GUIDELINES

college curriculum. 

. 
community colleges, 

and Strategies for Development. 

. 
processes: A guide for local senates. 

MISCELLANEOUS

Promoting and sustaining an institutional 
climate of academic integrity. 

Program review: Setting a standard. 

Setting course enrollment maximums: 
Process, roles, and principles. 

Standards of practice for California 
community college library faculty and programs

community colleges. 
.
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Good practices for the implementation 
of prerequisites. 

for communication and computation prerequisites. 

Student success: The case for establishing 
prerequisites through content review. 
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Appendix V: Resources Links


