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BARTON COMMUNITY COLLEGE


COURSE SYLLABUS


I.  
GENERAL COURSE INFORMATION


Course Number:  
AUTO 1036 


Course Title:  

Auto Body Repair III


Credit Hours:  

3


Prerequisite:  

Auto Body Repair I and II


Division/Discipline:   Work Force Training & Community Education, Automotive Technology


Course Description:    This course is designed to further develop those competencies which were begun in the prerequisite courses.  At the successful completion of this course, students will be able to perform those tasks with little, if any, supervision.


II.  
INSTUCTOR INFORMATION


III. 
COLLEGE POLICIES

Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.


Plagiarism on any academic endeavors at Barton Community College will not be tolerated.   The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.


The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  (Most up-to-date documents are available on the College webpage.)


Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.


IV.  
COURSE AS VIEWED IN TOTAL CURRICULUM


This is the third in a series of courses designed to train the student in correct procedures of auto body repair and repainting. This course is not designed for transfer.


V.  
ASSESSMENT OF STUDENT LEARNING

Barton Community College assesses student learning at several levels: institutional, program, degree and classroom.  The goal of these assessment activities is to improve student learning.  As a student in this course, you will participate in various assessment activities.  Results of these activities will be used to improve the content and delivery of Barton’s instructional program.

Course Outcomes, Competencies, and Supplemental Competencies:


A. Demonstrate general safety procedures in the use of tools, including hand tools, power tools and air powered equipment.


1. Use hand tools safely and correctly


2. Use power tools safely and correctly


3. Use Auto body equipment safely and correctly


B. Demonstrate a knowledge of personal health standards


1. Understand “Employee Right to Know” materials. (F-1)

2. Demonstrate knowledge of first aid and safety (F-2)

3. Demonstrate proper handling and use of dangerous and hazardous materials

C. Demonstrate the knowledge to repair dents, finish metal and plastics and weld according to NATEF standards.


1. Identify parts and components and complete the repair process on the auto in both frame and unibody construction.

2. Remove and install parts and assemblies.


3. Perform alignments on unibody and frames.


4. Complete all the processes in painting and refinishing.


5. Describe frame and unibody construction


6. Identify HSLA (high strength Lo Alloy) and HSS (Hi Strength Steel) parts


7. Pick file and finish metal


8. Finish body plastic in 180 grit


9. Mold and finish rusted out areas


10. Cold shrink metal


11. Set up oxyacetylene equipment


12. Braze with brass rod


13. Set up equipment and light and adjust the oxyacetylene torch for cutting.


14. Make a 90 degree cut and restart a cut


15. Make a beveled cut and a hole cut


16. Demonstrate solder and heating techniques


17. Heat shrink metal


18. Set up a plasma arc cutter and cut a line along a designated mark


19. Cut out spot welds with a plasma arc cutter


20. Prepare metal for welding


21. Set up MIG welding equipment and run a bead


22. Remove weld on cosmetic panels


23. Fix and install weld on cosmetic panel


24. Remove and install exterior and interior trim


25. Remove, install and align bolts on panels and assemblies


26. Replace bonded door skins


27. Replace moveable glass, lift mechanisms and door lock mechanism


28. Replace and fix auto glass


29. Identify types of body construction


30. Identify and evaluate frame damage


31. Disassemble damaged area of vehicle


32. Make minor then major repairs to structure


33. Pressure wash and prepare vehicles for sanding


34. Select and apply primer surfacer, sealer


35. Apply guide coat and block sand repair area


36. Use putties


37. Mash for priming, overall color and spot repairs


38. Use chemical and mechanical strippers

39. Apply chip resistant coating.

40. Apply striping tapes, decals and transfer


41. Read color and trim codes  (I-B, VII-B)

42. Operate mixing system – mix paints


43. Apply paint


44. Operate HVLP system


45. Trouble shoot and service spray guns (F-2)

46. Identify and repair with fiberglass, plastic and urethane


47. Apply corrosion protection


48. Detail the vehicle for delivery (clean, vacuum and apply dressings.) 


49. Prepare estimates and bills itemizing all aspects of the repair including parts and labor


VI.  
INSTRUCTOR’S EXPECTATIONS OF STUDENTS IN CLASS

VII.  
TEXTBOOKS AND OTHER REQUIRED MATERIALS

VIII.  
REFERENCES

IX.  
METHODS OF INSTRUCTION AND EVALUATION

X.  
ATTENDANCE REQUIREMENTS

XI.  
COURSE OUTLINE
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BARTON COMMUNITY COLLEGE 

COURSE SYLLABUS 



 

I. GENERAL COURSE INFORMATION 

 

Course Number: 		AUTO 1116

Course Title: 		Electrical III

Credit Hours: 		4

Prerequisite: 		AUTO 1114 Electrical II

Division/Discipline: 	Workforce Training and Economic Development/Automotive Technology

Course Description: 	Electrical III is a capstone course designed to build upon students’ cumulative knowledge of automotive electrical/electronic systems. Students will perform analysis and repair of electrical systems in a live-shop environment.





II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES

 

Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.

Plagiarism on any academic endeavors at Barton Community College will not be tolerated.   The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.

The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  (Most up-to-date documents are available on the College webpage.)

Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu 



IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM 

	

Electrical III is a capstone course in the area of electrical/electronics.





V. ASSESSMENT OF STUDENT LEARNING

 

Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning. 



Course Outcomes, Competencies, and Supplemental Competencies:

 

A. Interpret electrical symbols/wiring diagrams.

	Linked NATEF Standards: 6.A.1 – 6.H.11.

1. Examine electrical wiring diagrams and distinguish current path(s).

2. Breakdown electrical wiring diagrams and devise a diagnostic plan.

3. Perform tests and analysis of electrical/electronic circuits.



B. Utilize a digital multimeter to evaluate circuit integrity.

	Linked NATEF Standards: 6.A.1 – 6.H.11

1. Set-up multimeter to measure volts, ohms and amperage.

2. Utilize terminal adapters, jumper wires and/or piercing probe to access electrical test point.

3. Evaluate resistance, voltage and current measurements; determine circuit integrity.



C. Utilize a digital lab scope to evaluate circuit integrity. 

	Linked NATEF Standards: 6.A.1 – 6.H.11

1. Select appropriate voltage scale and time base for the circuit being tested.

2. Synchronize lab scope to capture voltage and current waveforms.

3. Utilize terminal adapters and probes to access electrical test points.



D. Repair electrical wiring, terminals, switches, and actuators.

	 Linked NATEF standards: 6.A.1 – 6.H.11

1. Identify electrical/electronic concern.

2. Perform electrical tests and analysis, identify malfunction.

3. Repair electrical/electronic malfunction.

4. Verify repair.



E. Formulate a diagnostic and repair strategy.

1. Interpret customer concern.

2. Identify factory service bulletins.

3. Interpret scan data and diagnostic trouble codes.

4. Perform visual inspection, identify possible causes.

5. Interpret vehicle repair information (wiring diagrams, test procedures).

6. Evaluate electrical test results.

7. Assess repair needs.

8. Perform electrical repairs in accordance with recommended service procedures.

9. Verify repair.



 

VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS

 

VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS 



VIII. REFERENCES 



IX. METHODS OF INSTRUCTION AND EVALUATION 



X. ATTENDANCE REQUIREMENTS 
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XI. COURSE OUTLINE 






BARTON COMMUNITY COLLEGE 

COURSE SYLLABUS 



		 

I. GENERAL COURSE INFORMATION 

 

Course Number: 		AUTO 1118

Course Title:  		Automotive Air Conditioning

Credit Hours:  		4

Prerequisite:  		None  

Division/Discipline:  	Workforce Training and Economic Development/Automotive Technology

Course Description:  	In this course students explore theory and perform analysis/service to the automotive heating and air conditioning systems of the automobile.





II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES

 

Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.

Plagiarism on any academic endeavors at Barton Community College will not be tolerated.  The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.

The college reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  (Most up-to-date documents are available on the College webpage.)

Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.
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IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM 

	

Automotive Air Conditioning is a Kansas flex course that is one section of eight of the NATEF automotive curriculum.                                    

  

  

V. ASSESSMENT OF STUDENT LEARNING 

 

Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning. 

 

Course Outcomes, Competencies, and Supplemental Competencies: 



A. Explore, identify and evaluate the fundamentals of automotive HVAC operations and environmental concerns. 

1. In the classroom setting.

2. Using instructor provided and guided research materials and instructional text and presentations.



B. Identify, select and employ the appropriate refrigerant recovery and recycling guidelines.

Linked External Standards: NATEF 7.E.2, 7.E.3, 7.E.4, 

1. Test and Identify refrigerant present in system.

2. Appraise; identify required action in relation to the system contents and EPA guidelines.

              

C. Analyze service and repair refrigerant, recycling and handling systems.

Linked External Standards: NATEF 7.E.1, 7.E.2, 7.E.3, 7.E.4

1. Inspect, analyze and repair recovery/recycling and charging systems per EPA and equipment manufactures guidelines.

2. Arrange and verify correct storage of refrigerant and equipment. 

3. Perform routine maintenance of AC equipment per manufactures guidelines.



D. Document, analyze and verify fundamental heating and air conditioning system concerns.

Linked External Standards: NATEF 7.A.1, thru 7.A.7,7.A.11,7.C.3, 7.C.7,D.8, 7.D.9

1. Complete work order to include customer information, vehicle identifying information, customer concern, related service history, cause and correction

2. Identify and interpret heating and air conditioning concern, determine necessary action.

3. Performance test AC system; identify AC system malfunctions.

4. Identify abnormal operating noises in the AC system; determine necessary action.

5. Using scan tool, observe and record related HVAC data and trouble codes.

6. Check operation of automatic or semi-automatic heating, ventilation, and air-conditioning (HVAC) control systems; determine necessary action.

                            

E. Perform fundamental diagnostics of AC systems.

Linked External Standards: NATEF 7.A.5, 7.A.6, 7.A.7, 7.A.8, 7.A.9, 7.A.10, 7.A.11, 

1. Test, inspect and formulate diagnosis of AC malfunction.

2. Using scan tool observe and compare data and identify any trouble codes.



F. Perform fundamental diagnostics of refrigerant system components.

Linked External Standards: NATEF 7.A.8, 7.A.9, 7.A.107.B.1, 7.B.5, 7.B.8, 7.B.11, 7.D.2, 7.D.4, 7.D.5,7.D.6, 7.D.7, 7.D.8, 7.D.9

1. Inspect, analyze and repair refrigerant leak source.

2. Inspect, analyze and repair refrigerant pressure and protection devices and switches.

3. Inspect, analyze and repair evaporator housing and condenser systems.

4. Inspect analyze and repair control panel functions and vacuum, mechanical and electronic components of the HVAC system.



G. Analyze, service and repair refrigeration systems components.

Linked External Standards: NATEF 7.B.2, 7.B.3, 7.B.4, 7.B.6, 7.B.7, 7.B.9, 7.B.10, 7.b.11, 7.B.12, 7.B.13, 7.D.1, 7.ED.2, 7.D.3, 7.D. 4, 7.D.5, 7.D.6, 7.D.7, 7.D.8, 7.D.9

1. Inspect analyze repair and leak test refrigerant components.

2. Identify refrigerant and oil used in AC refrigeration system.

3. Inspect remove and install refrigerant components.

4. Inspect and determine need for additional refrigerant filter during repair of system.

5. Inspect analyze and repair the individual components that are serviceable in the refrigerant and control system.



H. Analyze service and repair heating ventilation and engine cooling systems.

Linked External Standards: NATEF 7.C.1, thru 7.C.10, 

1. Inspect, analyze and repair temperature control problems in the heater/ventilation system.

2. Perform cooling system pressure tests; check coolant condition, inspect and test radiator, cap (pressure/vacuum), coolant recovery tank, and hoses; perform necessary action.

3. Inspect, test, and replace thermostat and gasket/seal.

4. Test, and remove and replace heater core.

5. Inspect; test and repair heater control valves; perform necessary action.





VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS 

 



VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS 

 

 

VIII. REFERENCES 



 

IX. METHODS OF INSTRUCTION AND EVALUATION 

 

 

X. ATTENDANCE REQUIREMENTS 





XI. COURSE OUTLINE 
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REVISED COURSE SYLLABUS CHECKLIST

		Course Title

		AUTO 1118-Automotive Air Conditioning
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Please attach the revised syllabus.  Consult the Strategic Plan calendar for syllabus submission due dates and subsequent attendance at LICC.


CLASSIFICATION OF COURSE

		Academic
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		Community Education
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		 FORMCHECKBOX 
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 FORMCHECKBOX 
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 FORMCHECKBOX 
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 FORMCHECKBOX 
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		 FORMCHECKBOX 
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		 FORMCHECKBOX 
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		 FORMCHECKBOX 
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 FORMCHECKBOX 
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		Current Course Title
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 FORMCHECKBOX 
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BARTON COMMUNITY COLLEGE 

COURSE SYLLABUS





I. GENERAL COURSE INFORMATION 

 

Course Number:   		AUTO 1132

Course Title:   		Service Techniques II

[bookmark: _GoBack]Credit Hours:  		3

Prerequisite:   		AUTO 1130 Service Techniques I

Division/Discipline: 	Workforce Training and Economic Development/Auto Technology 

Course Description: 	Service Techniques II is a performance based course designed to provide practical work experience for students entering their second year of automotive training.  Projects that reinforce current semester coursework will receive the highest consideration.  Students who enroll in this course must provide their own tools.





II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES

 

Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.

Plagiarism on any academic endeavors at Barton Community College will not be tolerated.  The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.

The college reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  (Most up-to-date documents are available on the College webpage.)

Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.

 

 

IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM 



Service Techniques II provides students the opportunity to practice job related skills specific to automotive maintenance and repair.





V. ASSESSMENT OF STUDENT LEARNING 

 

Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning. 

 

Course Outcomes, Competencies, and Supplemental Competencies



A. Develop job skills specific to automotive brake repair.

	NATEF external standards 5.A.1 – 5.G.10

1. Inspect/analyze brake system and create estimate for repair.

2. Repair brake system and verify correct repair.

3. Document repairs and complete work order.

 

B. Develop job skills specific to automotive electrical repair.

	NATEF external standards 6.A.1 – 6.H.13

1. Inspect/analyze battery /charging system and create estimate for repair.

2. Inspect/analyze lighting/accessory circuits and create estimate for repair.

3. Repair automotive electrical circuits and verify correct repair.

4. Document repairs and complete work order.



C. Develop job skills specific to steering and suspension repair.

	NATEF external standards 4.A.1 – 4.F.11

1. Inspect/analyze steering/suspension systems and create estimate for repair.

2. Repair steering/suspension systems and verify correct repair.

3. Document steering/suspension repairs and complete work order.



D. Develop job skills specific to engine repair.

	NATEF external standards 1.A.1 – 1.B.14, 1.D.1 – 1.D.14

1. Inspect/analyze engine mechanical problems and create repair estimate.

2. Repair engine mechanical problems and verify correct repair.

3. Document engine mechanical repairs and complete work order.



E. Develop job skills specific to engine performance repair.

	NATEF external standards 8.A.1 – 8.A.16, 8.C.1 – 8.D.10

1. Inspect/analyze engine performance problems and create repair estimate.

2. Repair engine performance problems and verify correct repair.

3. Document engine performance repairs and complete work order.



F. Develop job skills specific to automotive transmission and driveline repair.

	NATEF external standards 2.A.1 – 2.C.24, 3.A.1 – 3.F.8

1. Inspect/analyze automatic transmission/driveline concerns and create repair estimate.

2. Inspect/analyze manual transmission/driveline concerns and create repair estimate.

3. Perform maintenance and service of automotive transmissions/drivelines.

4. Document transmission repairs and complete work order.



G. Develop job skills specific to automotive heating and air conditioning systems.

	NATEF external standards 7.A.1 – 7.E.4

1. Inspect/analyze heating/air conditioning concerns and create repair estimate.

2. Perform maintenance and service of automotive heating and air conditioning systems.

3. Document heating/air conditioning repairs and complete work order.



H. Develop personal communication and time management skills.

1. Interview customer and document request.

2. Generate technician work order and document services to be performed.

3. Generate estimate and communicate service needs.

4. Cooperate with lab partner to determine individual responsibilities.

5. Document /communicate services performed.





VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS 



 

VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS 

 



VIII. REFERENCES 

 

 

IX. METHODS OF INSTRUCTION AND EVALUATION 

 

 

X. ATTENDANCE REQUIREMENTS 

 



XI.  COURSE OUTLINE 
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 FORMCHECKBOX 
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		Reason for Syllabus Revision:  






BARTON COMMUNITY COLLEGE

COURSE SYLLABUS





I. GENERAL COURSE INFORMATION



Course Number:  		AUTO 1140

Course Title: 		Hybrid and Electric Powertrains

Credit Hours:  		1

Division/Discipline:  	Workforce Training & Community Education/Automotive Technology

Prerequisite:  		AUTO 1114 Electrical II, AUTO 1122 Engine Performance II, or the consent of the instructor.

Course Description: 	This course provides students the opportunity to examine AC/DC high voltage systems utilized in hybrid and electric automobiles. Students will identify HV components, employ recognized safety precautions, and practice maintenance/diagnostic procedures associated with hybrid and electric automobiles.





II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES



Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.

Plagiarism on any academic endeavors at Barton Community College will not be tolerated.   The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.

The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  (Most up-to-date documents are available on the College webpage.)

Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.



IV. COURSE VIEWED IN TOTAL CURRICULUM



Hybrid and Electric Powertrains is an elective course.





V. ASSESSMENT OF STUDENT LEARNING



Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning. 



Course Outcomes, Competencies, and Supplemental Competencies:



A. Identify and examine hybrid/electric automobile components.

1. Identify/examine electric AC/DC inverter.

2. Identify/examine HV battery pack.

3. Identify/examine safety disconnect device.

4. Identify/examine HV cables.

5. Identify/examine HV AC/DC motors/powertrains.



B. Employ industry recognized safety and service practices associated with hybrid and electric automobile repair.

1. Identify high voltage circuits; employ safety precautions.

2. Identify the location of the high voltage service disconnect switch/plug.

3. Demonstrate procedure for disabling/enabling the high voltage system.

4. Comply with personal and environmental safety practices associated with clothing; eye protection; hand tools; power equipment; proper ventilation; and the handling, storage, and disposal of chemicals/materials in accordance with local, state, and federal safety and environmental regulations.



C. Evaluate electrical/electronic systems utilized in hybrid and electric vehicles.

1. Research applicable vehicle and service information, such as electrical/electronic system operation, vehicle service history, service precautions, and technical service bulletins.

2. Identify and interpret electrical/electronic system concern; determine necessary action.  

3. Demonstrate the proper use of a digital multimeter (DMM) during diagnosis of electrical circuit problems.

4. Inspect and test switches, connectors, relays, solenoid solid state devices, and wires of electrical/electronic circuits; perform necessary action.

5. Diagnose electronic systems utilizing a scan tool; determine necessary action.  

6. Identify hybrid vehicle auxiliary (12v) battery service, repair and test procedures. 

7. Check for module communication (including CAN/BUS systems) errors using a scan tool.  

8. Inspect and test sensors, connectors, and wires of electronic (digital) instrument circuits; determine necessary action.





VI. INSTRUCTOR EXPECTATIONS OF STUDENTS IN CLASS





VII. TEXTBOOK AND OTHER REQUIRED MATERIALS





VIII. REFERENCE MATERIALS





IX. METHODS OF INSTRUCTION AND EVALUATION





X. ATTENDANCE REQUIREMENTS





XI. COURSE OUTLINE
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BARTON COMMUNITY COLLEGE

COURSE SYLLABUS

SEMESTER YEAR





I. GENERAL COURSE INFORMATION

[bookmark: _GoBack]

Course Number:  BUSI 1803

Course Title: Principles of Management

Course Hours:  3

Prerequisite:  None

Division and Discipline:  Career and Technical Education, Business Management & Leadership

Course Description:  A course in management principals and functions that will allow students to learn and assess management skills that are needed in today’s society and business.  The management theory is studied in the grouping of the basic management functions:  planning, organizing, leading and controlling.  Additional elements including human relations, leadership, and ethics are also essential management skills. 





II. INSTRUCTOR INFORMATION


Instructor Name: 



Contact Data: 





III. CLASSROOM POLICIES



Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.



Plagiarism on any academic endeavors at Barton Community College will not be tolerated.   The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.



The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  [Most up-to-date documents are available on the College webpage.]



Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.





IV. COURSE AS VIEWED IN TOTAL CURRICULUM



Principles of Management is required of those students seeking an Associate of Science degree in Business Management and Leadership.  This course is an introduction to the basic elements of managing a business organization.  



Transferability varies among institutions, and perhaps even among departments, colleges, or programs within an institution.  Also, these requirements may change from time to time and without notification.  Therefore, it shall be the student’s responsibility to obtain relevant information from intended transfer institutions during his/her tenure at Barton County Community College to insure that he/she enrolls in the most appropriate set of courses for transferability.



The learning outcomes and competencies detailed in this course syllabus meet or exceed those specified for this course by the Kansas Core Outcomes Groups project, and as approved by the Kansas Board of Regents – http://kansasregents.org/transfer_articulation.





V. ASSESSMENT OF STUDENT LEARNING/COURSE OUTCOMES



Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning.



Course Outcomes, Competencies, and Supplemental Competencies



A. Introduce the student to management

1. Describe a manager’s responsibility in terms of skills, functions, and roles

2. Describe and compare the three different types of managers:  general, functional, and project



B. Identify and describe globalization, ethics, and social responsibility

1. Describe the five internal environmental factors and nine external factors that can affect the business environment 

2. Explain the difference between a domestic, international, and multi-national business; and how to take a business global

3. Describe the three levels of organizational culture and their relationship 



C. Introduce creative problem solving and decision making

1. Explain the relationship among objectives, problem solving, and decision making

2. List the six steps in the decision-making model

3. Determine the processes of using quantitative techniques or group generated alternatives, implementation and control



D. Describe strategic and operational planning

1. Describe the importance of conducting a company situation analysis (SWOT); and creating and implementing a mission statement

2. Identify the similarities and differences of goals and objectives 

3. Describe the four grand strategies:  growth, stability, turnaround and retrenchment and combination

4. State the difference between standing, single-use and contingency plans

5. Identify the importance of time management and difference techniques



E. Introduce organizing and delegating work

1. List and explain the four levels of authority

2. Describe the relationship between line and staff authority

3. Explain organization chart  and list the four things it shows

4. Describe the job characteristics model and what it is used for

5. Explain how to set priorities and how you delegate high, medium, and low priority



F. Discuss managing change:  culture, innovation, and diversity

1. List the four types of changes

2. Identify the stages in the change process and resistance to change



G. Describe the process of human resources management

1. Identify the difference between orientation, training, and development of employees

2. List the four parts of the human resources management process

3. Explain the two types of performance appraisal



H. Describe organizational behavior including power, politics, conflict and stress

1. List the differences along the continuum for each of the five personality traits

2. Identify how organizational power, attitudes, and perceptions affect management 

3. List and define the five conflict management styles

4. List the steps in initiating the conflict resolution model



I. Describe communication process and barriers

1. Describe three ways that communication flows in an organization

2. List the steps in the message sending and receiving process



J. Identify motivation techniques and barriers

1. Explain and define what networking, reciprocity, and coalitions

2. Compare the major similarities and differences between the content motivation and the process motivation theories

3. Explain the four types of reinforcement  

4. State the difference among trait, behavioral, and situational leadership theorists



K. Describe leading and leadership techniques

1. Identify the management levels that are the focus of charismatic, transformational, transactional, and symbolic leadership

2. Describe the major characteristic shared with various models and theories 

3. Define the three major roles played in groups and the four major stages of group development



L. Investigate control systems:  financial and human

1. List the four stages of the systems process and describe the type of control used at each stage

2. Describe the differences among the three control frequencies

3. List the three primary financial statements and what is presented in each of them



M. Introduce operations, quality, technology, and productivity

1. Define quality control and state the core values of total quality management (TQM)

2. Describe supply chains, priority scheduling, and its three priorities

3. Explain the difference among inventory control, just-in-time (JIT) inventory, and materials requirement planning (MRP)





VI. INSTRUCTOR’S EXPECTATIONS OF STUDENTS IN CLASS





VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS





VIII. REFERENCES





IX. METHODS OF INSTRUCTION AND EVALUATION





X. ATTENDANCE REQUIREMENTS





XI. COURSE OUTLINE
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BARTON COMMUNITY COLLEGE


COURSE SYLLABUS


I. GENERAL COURSE INFORMATION


Course Number: 

BUSI 1808 


Course Title: 

DC –1, Defined Contribution Administrative Issues – Basic Concepts


Credit Hours: 

3


Prerequisite:  

BUSI 1812 Retirement Plan Fundamentals I & BUSI 1813 Retirement Plan Fundamentals II with a grade of “C” or better

Division and Discipline: 
Workforce Training and Community Education/Business


Course Description: 
This course will consist of a thorough review of the basic concepts of Defined Contribution Administrative Issues and will prepare the student for the DC - 1 examination administered by the American Society of Pension Professionals an Actuaries (ASPPA).


II. INSTRUCTOR INFORMATION


III. COLLEGE POLICIES

Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom. 

Plagiarism on any academic endeavors at Barton Community College will not be tolerated. The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism. Information about academic integrity is located in the Student Handbook. 

The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual. (Most up-to-date documents are available on the College webpage.) 

Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.

IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM

This course will prepare the student for the DC –1 examination administered by the American Society of Pension Actuaries (ASPA).


Transferability varies among institutions, and perhaps even among departments, colleges, or programs within an institution. Also, these requirements may change from time to time and without notification.  Therefore, is shall be the student's responsibility to obtain relevant information from intended transfer institutions during his/her tenure at Barton Community College to insure that he/she enrolls in the most appropriate set of courses for transferability.


V. ASSESSMENT OF STUDENT LEARNING

Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning.


A.   Outline plan qualification requirements

1. Describe the basic requirements for a plan to be qualified under the IRC.

2. Distinguish between the different types of plan documents (master plan, prototype, volume submitter, individually designed and trust document).


3. Explain when it is appropriate to submit a plan to the IRS for qualification review and describe the corresponding procedures.

4. Describe an SPD, SMM and the disclosure requirements.


5. Identify potential plan disqualification issues and consequences.


6. Describe the general characteristics of SCP, VCP, and Audit CAP.


7. State the general correction principles of the EPCRS program.

B.  Define different types of plans


1. Explain the differences between a pension and a nonpension plan.

2. Describe the distinguishing characteristics of different types of defined contribution plans.

C.   List requirements for eligibility and participation


1. Explain the statutory eligibility and entry requirements for qualified plans.

2. Define year of service for eligibility purposes.


3. Explain the rules regarding eligibility computation periods and determination methods.


4. Determine a participant’s entry date into a plan or portion of a plan.


5. Define break in service and determine how break in service rules operate and affect eligibility determination.


6. Determine the effect of a change in a plan’s eligibility requirements on current participants.

D.  Define highly compensated employees


1. Describe the five-percent owner test and the compensation test as related to the determination of HCEs.

2. Explain family attribution as related to the determination of HCEs.


3. Describe the calendar year data election as it relates to the determination of HCEs.


4. Describe the top-paid group election as it relates to the determination of HCEs and determine when it is appropriate or useful.

5. Calculate the number of employees included in the top-paid group.


6. Determine an individual’s HCE status under IRC §414(q).


E.  Define key employees and top heavy plans


1. Determine whether an individual is a key employee, former key employee or a non-key employee.

2. Identify when plans may be and when they must be aggregated to determine top-heavy status and explain how aggregation affects the top-heavy status of each plan in the group.


3. Identify the various components included in determining the top-heavy ratio.


4. Calculate the top-heavy ratio.


5. Identify the allocations that are used to determine key employees’ allocation rates for purposes of determining a plan’s top heavy minimum contribution.


6. Describe the allocation conditions necessary to receive a top-heavy minimum contribution.


7. Calculate the amount of the required top-heavy minimum contribution.


F.  List requirements for coverage


1. Describe the two tests that may be used to demonstrate that a plan satisfies the minimum coverage requirements under IRC §410(b).

2. Determine who is included in the coverage testing group.


3. Determine who is included in the benefiting group.


4. Describe how certain conditions placed on allocations affect coverage testing.


5. Perform the ratio percentage test.


6. Describe special coverage rules including those applicable to 401(k) plans, aggregation, disaggregation, and leased employees.


7. State three situations in which a plan is deemed to pass the coverage test.


8. Describe the options for correcting an IRC §410(b) coverage failure, including fail-safe provisions that may be included in the plan document.


G.  Identify how much a participant can receive as an allocation during the plan year, conditions that may be placed on such allocations and how those allocations are made to the plan


1. Determine when various contribution types are allocated and describe the allocation conditions that may be imposed on a plan participant.

2. Describe allowable contribution allocation methods.


3. Calculate a pro rata contribution allocation.


4. Describe the annual addition limit under IRC §415 and determine if the annual addition limits have been satisfied.


5. Explain the consequences of exceeding the annual additions limit and identify applicable correction methods.


6. Differentiate between compensation as defined under IRC §§415 and 414(s) and identify which definition of compensation must be used for various qualified plan purposes.


7. Identify scenarios in which a plan’s definition of compensation for allocation purposes may be subject to nondiscrimination testing.

H.  Determine when an employer’s contribution is deductible along with the amounts of any required contributions for a plan year


1. Describe the requirements of IRC §404 and the factors that affect the determination of an employer’s deduction limit, compensation used and the computation period.

2. Calculate the maximum deduction for all types of defined contribution plans including situations in which the employer sponsors multiple retirement plans,

3. Explain the impact of a defined benefit plan on the defined contribution plan deduction limits.


4. Determine the contribution deadlines for tax deduction purposes for the different types of business entities.


5. Describe the rules regarding nondeductible contributions, determine the amount of nondeductible contribution and calculate the related excise tax.

I.  List the rules for vesting and forfeiture

1. Explain how vesting works.

2. List the statutory minimum vesting schedules.


3. Identify the conditions under which a participant must become fully vested.


4. Define year of service for vesting purposes.


5. Define break in service and determine how breaks in service affect vesting service credits and vesting percentages.

6. Determine a participant’s vesting percentage.

7. Calculate a terminated participant’s forfeiture amount.


8. Determine when a forfeiture is deemed to occur and describe allowable forfeiture allocation methods.


J.   Explain plan amendments and plan terminations

1. Determine when a plan amendment is needed and what type of plan amendment should be used.

2. Identify what benefits are protected by the anti-cutback rules.


3. Define the remedial amendment period.


4. Determine when an SMM is required to be provided to a participant.


5. Describe the purpose and contents of the ERISA §204(h) notice and explain to whom and under what conditions it should be distributed.


6. Describe the process for terminating a defined contribution plan.


K.  List annual reporting requirements


1. Identify which plans are subject to Title I of ERISA and the applicable reporting requirements.

2. Explain the fidelity bond requirement and how the bond amount is calculated.


3. Determine which Form 5500 is filed based on the type and size of the plan.


4. Determine the various schedules that are required to be filed with Form 5500.

5. Describe the purpose of Form 8955-SSA and determine when it is required to be filed.

6. Describe the filing deadlines for the Form 5500 series and how those deadlines are modified by a short plan year or a plan termination.


7. Describe the penalties for not satisfying Form 5500 filing requirements for 5500 filers and for 5500-EZ filers.


8. Describe the purpose and requirements of the DFVC Program.

9. Describe the plan audit requirements and the items covered in the accountant’s report.

10. Describe the small plan audit waiver, the requirements for additional disclosure to participants and additional bonding that may be required for small plans.


L.  Describe ethical duties owed to the plan sponsor and to the participants of a qualified plan


1. Demonstrate awareness of the provisions of the ASPPA Code of Professional Conduct.

2. Identify the action required of an ASPPA member in areas relating to the ASPPA Code of Professional Conduct.

VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS


VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS


VIII. REFERENCES


IX. METHODS OF INSTRUCTION AND EVALUATION


X. ATTENDANCE REQUIREMENTS


XI. COURSE OUTLINE
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BARTON COMMUNITY COLLEGE

COURSE SYLLABUS





I. GENERAL COURSE INFORMATION



Course Number:  		BUSI 1813

Course Title:		Retirement Plan Fundamentals II - (RPF-2)

Credit Hours:		2

Prerequisites:		BUSI 1812 Retirement Plan Fundamentals I with a “C” or better

Division/Discipline:  	Workforce Training and Community Education/Business Technology & Community Education

Course Description:   	This course provides students with a general background in qualified retirement plans and an awareness of the challenges of the retirement planning industry. Students will gain knowledge in plan terminology and issues in the retirement planning field.





II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES



Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The college assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.



Plagiarism on any academic endeavors at Barton Community College will not be tolerated.  The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.



The College reserves the right to suspend a student for conduct that is detrimental to the College’s educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  (Most up-to-date documents are available on the College webpage.)



Any student seeking an accommodation under provisions of the Americans with Disabilities Act is to notify Student Support Services via email at disabilityservices@bartonccc.edu.





IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM



This course is designed as a continuation of studies started with the Retirement Plan Fundamentals I coursework.  Each course is designed to build upon the groundwork established by the other while not duplicating content or presupposing knowledge or experience level.  

The transferability of this course varies among institutions, and perhaps even among departments, colleges or programs within an institution. Also, these requirements may change from time to time and without notification.  Therefore, it shall be the student’s responsibility to obtain relevant information from intended transfer institutions during his/her tenure at Barton Community College to insure that he/she enrolls in the most appropriate set of courses for transferability.





V. ASSESSMENT OF STUDENT LEARNING 



Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning.



Course Outcomes, Competencies, and Supplemental Competencies:



A.  Explain the data necessary to properly administer a retirement plan.

1. List the documents to be collected to serve as the basis for plan administration

2. [bookmark: _GoBack]List the information needed to have complete employee census data and the steps involved in evaluating its validity

3. Define key employees and be able to identify them from a list of employees and census data

4. Identify the effect of IRC Section 318 attribution rules on key employee ownership

5. Define an HCE.

6. Identify HCEs from a list of employees and census data



B.  Define defined contribution plan allocations and limits to such allocations. 

1. Explain the concept of forfeitures 

2. Describe how forfeitures may be used each year in a defined contribution plan

3. Calculate a basic contribution allocation using a pro-rata formula

4. Explain the concept of allocating contributions using permitted disparity

5. Explain the formula for determining a participant’s annual additions limit

6. Identify the types of contributions/allocations counted as annual additions

7. Calculate the annual additions limit for a participant in a defined contribution plan



C.  Outline steps in the performance of annual testing 

1. Define when a plan is top-heavy 

2. Describe the minimum contribution or benefit requirements that apply to top-heavy plans

3. Explain top-heavy vesting requirements for defined benefit plans

4. Explain the basic concept of minimum coverage testing for qualified plans

5. Define the term “benefiting” under a qualified plan as it applies to minimum coverage testing

6. Identify the employees who may be excluded in minimum coverage testing 

7. Explain the nondiscrimination tests applicable to pre-tax elective contributions, designated Roth contributions, after-tax voluntary employee contributions and matching contributions

8. Identify whether a plan has passed the ADP and/or ACP test

9. Identify participants included in the ADP and/or ACP test

10. Describe the deemed three percent rule

11. List methods of correcting a failed ADP and/or ACP test

12. List the types of safe harbor 401(k) plan contributions 

13. Explain the concept of a safe harbor 401(k) plan, including the vesting rules, notice requirements, withdrawal restrictions, and top-heavy rules

14. List the benefits and requirements of automatic enrollment under  an eligible automatic contribution arrangement and a qualified automatic contribution arrangement



D. Describe daily valuation.

1. Define the term daily valuation and list the affects this processing method has had on participants, plan administration and service delivery



E.  Address the differences between balance-forward administration and daily valuation.

1. Identify differences and similarities in balance-forward and daily valuation accounting, reconciliation and earnings allocation methods

2. Describe how earnings and dividends are credited to participant accounts in daily recordkeeping

3. Differentiate between balance-forward and daily valuation methods when processing distributions and transfers

4. List the characteristics of an efficient investment offered in a daily valuation environment



F.  Identify fiduciaries and outline the fiduciary role in qualified plans

1. Determine which parties are fiduciaries

2. Identify which plans are subject to the new ERISA Section 404(a)(5) participant disclosure regulations

3. Identify required disclosures under ERISA Section 404(a)(5) that must be given to participants who direct their investments

4. Explain what is required under ERISA Section 404(c) for participants to be deemed to have the opportunity to exercise control over their assets

5. Define what is considered to be a broad range of investments under ERISA Section 404(c)

6. Explain what a fiduciary must do to maintain ERISA Section 404(c)  protection if using a default investment

7. Explain what a fiduciary must do to maintain ERISA Section 404(c) protection if using mapping or reenrollment

8. Explain when elective, contributions, loan payments and matching contributions must be deposited into the trust



G.  List investments available in qualified plans 

1. Explain the three basic asset classes in which mutual funds invest 

2. Differentiate among the different types of mutual funds 

3. Explain the characteristics of target date funds and life cycle funds

4. Differentiate between a traditional mutual fund and an Electronic Transfer Fund

5. Explain the characteristics of  GICs



H. Outline the special administrative issues that occur when employer stock is an asset of the plan 

1. Identify the administrative issues when employer stock is offered as a participant investment

2. Explain the blackout period applicable for restricted employees and define restricted employees

3. Explain the diversification requirements when employer securities are an investment option including timing and notice requirements

4. Identify the two methods commonly used to account for employer stock as a plan investment in a daily valuation plan



I.  Identify fees involved in qualified retirement plans 

1. Explain the plan fiduciary’s responsibilities regarding assessing fees and disclosing fees and expenses to participants

2. Explain mutual fund sales charges, 12b-1 fees and how mutual fund share classes affect investment fees

3. Define investment management fees, custodial and transfer agent fees, transaction fees, sub-transfer agent fees, and shareholder servicing fees

4. Identify which plans are subject to the new fiduciary fee disclosure regulations under IRC Section 408(b)(2)

5. Identify the disclosure that must be made under the new fiduciary fee disclosure regulations

6. Explain the consequence for failing to make required fee disclosures



J.  Outline the processes of recordkeeping in daily valued plans.

1. Describe the daily processes performed

2. Explain the reasons to monitor cash, fund positions and loan payments in a plan using the daily valuation method



K.  Describe the use of mutual funds in retirement plans 

1. Define the role of the recordkeeper, trading partner, transfer agent and mutual fund company or investment manager in a participant trade request

2. Define the following terms:  dollar certain trade, unit certain trade, forward pricing, omnibus level trading, trading deadlines and settlement date



L.  Describe the processing of various transactions in qualified plans

1. List the steps taken to execute trades when processing contributions, distributions and loans in a daily valuation plan 

2. Describe the four types of fund transfer requests for money already invested in a participant account



N.   Recognize trading errors and outline possible correction methods

1. Identify when and how trading errors may occur in the daily valuation environment

2. Identify ethical concerns when correcting common trading errors in the daily valuation environment

3. List the benefits of a service agreement between the service provider and the plan administrator



O.   Explain the process and issues involved in converting plans from one retirement plan administration firm or type to another

1. List data needed and the time frame involved when converting from one administrative service provider to another

2. Describe a blackout notice and to whom and when it is provided

3. Explain the impact a conversion has on various daily valuation transaction types (e.g. contributions, transfers, withdrawals) both during and after conversion



P.   Outline the various aspects of plan merger and plan termination situations

1. List the reasons plan sponsors might merge two retirement plans

2. Explain the difference between a frozen and a terminated qualified plan

3. Describe the ramifications of a partial termination and what causes one to occur

4. Describe the general requirements for terminating a qualified retirement plan

5. Describe which plans are covered by PBGC

6. Describe the implications of terminating a plan covered by the Pension Benefit Guaranty Corporation





VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS



VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS



VIII. REFERENCES



IX. METHODS OF INSTRUCTION AND EVALUATION



X. ATTENDANCE REQUIREMENTS



XI. COURSE OUTLINE
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BARTON COMMUNITY COLLEGE 

COURSE SYLLABUS 



 

I. GENERAL COURSE INFORMATION 

 

Course Number: 		BUSI 1814

Course Title:   		Entrepreneurship I

Credit Hours:   		3

Prerequisite:   		BUSI 1815 Introduction to Entrepreneurship with a grade of “C” or better

Division/Discipline:  	Workforce Training and Community Education, Business 

Course Description:   	Entrepreneurship I is a continuation of the Introduction to Entrepreneurship course and will build on the knowledge and skills gained in the pre-requisite course.  The course will include skills and strategies in opportunity recognition, market assessment, social need, feasibility plans, structure, costs and sustainability. Course curriculum conforms to National Business Education Association (NBEA) and Ewing Marion Kauffman Foundation 2007 Standards.





II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES 

 

Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom. 



Plagiarism on any academic endeavors at Barton Community College will not be tolerated. The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism. Information about academic integrity is located in the Student Handbook. 



The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual. (Most up-to-date documents are available on the College webpage.) 



Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.



 

IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM 



Entrepreneurship I will be required of all students completing the Business, Management and Leadership 18 hour Entrepreneurship certificate and those who desire to own their own business in the future will be encouraged to complete it also.  This course also serves as an elective for several degrees offered at Barton.  This course is a continuation of Introduction to Entrepreneurship course and will build on the skills and knowledge gained.  Through the use of real-world examples, guest speakers and experiential learning activities, students gain knowledge and important skills to assist them in being successful entrepreneurs.  





V. ASSESSMENT OF STUDENT LEARNING 

 

Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning. 



Outcomes and Competencies



A. Recognize that entrepreneurs possess unique characteristics and evaluate the degree to which one possesses those characteristics.

1. Explain and evaluate the primary characteristics of a successful entrepreneur.

2. Identify advantages and disadvantages of being an entrepreneur.

3. Analyze the degree to which one possesses the characteristics of an entrepreneur.

4. Apply problem-solving skills to overcome obstacles.



B. Analyze customer groups and develop a plan to identify, reach, and keep customers in a specific target market. 

1.  Define and explain market share.

2. Calculate market share as a percentage of unit sales.

3. Calculate market share as a percentage of revenue.

4. Identify ways market share calculations are used in marketing.

5. Describe how market share calculations are used in developing strategic plans for a business.

6. Define marketing segmentation.

7. Identify factors used by marketers to segment a market.

8. Define demographic, geographic, psychographic, and benefit segmentation.

9. Describe the importance of segmentation strategies when designing a marketing plan.

10. Use market segmentation to design the framework of a marketing plan



C. Apply economic concepts when making decisions for an entrepreneurial venture.  

1. Describe how all entrepreneurs incur costs when producing goods and services.

2. Define fixed costs, variable costs, total costs, marginal costs and average costs.

3. Calculate such costs of production.

4. Develop techniques in cost minimization.

5. Explain how entrepreneurs can use an understanding of costs to contribute to profit maximization.

6. Identify examples of the government’s role in the marketplace in our economy.



D. Use the financial concepts and tools needed by the entrepreneur in making business decisions.  

1. Identify sources for financing a new business.

2. Describe the benefits and drawbacks of the various sources of financing.

3. Describe the differences between debt and equity financing.

4. Describe factors to consider when obtaining financing a new business.

5. Select appropriate sources for financing a new business.

6. Define break-even point.

7. Describe the differences between fixed expenses and variable expenses.

8. Identify examples of fixed expenses and variable expenses

9. Calculate the break-eve point for a business.



E. Recognize that entrepreneurs must establish, maintain, and analyze appropriate records to make business decisions.  

1. Define the term forecasting.

2. Discuss approaches to forecasting sales.

3. Describe external factors affecting sales forecasts.

4. Describe internal factors affecting sales forecasts.

5. Forecast sales.

6. Define market demand.

7. Identify factors impacting market demand.

8. Explain the relationship of stock-on-hand and forecasted sales to making purchase decisions.

9. Explain the relationship of retail price and forecasted sales.

10. Calculate planned purchases.

11. Determine if purchase decisions are profitable.



F. Develop a management plan for an entrepreneurial venture.  

1. Use criteria to determine whether an employee should be hired.

2. Develop specifications and descriptions for jobs.

3. Develop a want ad from a job specification.

4. Identify traditional and contemporary motivation theories.

5. Identify a variety of methods to motivate others to work toward a common goal.

6. Compare various methods of employee training and development.

7. Describe the processes involved in evaluating, promoting, and dismissing employees.

8. Utilize available resources to obtain names and addresses of businesses.



G. Analyze the effect of cultural differences, export/import opportunities, and trends on an entrepreneurial venture in the global marketplace.  

1. Explain the advantages and disadvantages of international trade.

2. Discuss the interdependence of nations.

3. Identify three types of trade barriers.

4. Name the major agreements governing world trade today.



H. Analyze how forms of business ownership, government regulations, and business ethics affect entrepreneurial ventures.  

1. Explain the statutory requirements for a patent.

2. Outline the procedures involved in applying for a patent.

3. Explain the statutory requirements for a copyright.

4. Outline the procedures for applying for a copyright.

5. Determine how proper values can be promoted in the workplace.

6. Identify the role of codes of conduct and ethical pledges in ethical decision making in business.

7. Create a plan for reducing business risk.

8. Describe the purposes of business taxes.

9. Suggest ways that businesses can reduce their taxes.



I. Understand the implications and importance of technology in business operations.  

1. Recognize the importance of technology to business operations and performance.

2. Use interacting Internet technologies to identify and solve various business problems, including developing a business “presence” on the internet.





VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS 





VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS 





VIII. REFERENCES 



IX. METHODS OF INSTRUCTION AND EVALUATION 





X. ATTENDANCE REQUIREMENTS 



[bookmark: _GoBack]

XI. COURSE OUTLINE 




BARTON COMMUNITY COLLEGE 

COURSE SYLLABUS 



 

I. GENERAL COURSE INFORMATION 

 

Course Number:   BUSI 1816

Course Title:   Tax-Exempt & Governmental Plan Administration – 1 (TGPC-1)

Credit Hours:   2 hours

Prerequisite:   BUSI 1812 - Retirement Plan Fundamentals 1 (RPF-1) and BUSI 1813 - Retirement Plan Fundamentals 2 (RPF-2) with grade of “C” or better.

Division/Discipline:   Workforce Training and Community Education/Business

Course Description:   This course focuses on the administration and compliance requirements of 403(b), 457(b) and other plans maintained by tax-exempt and governmental entities.  This course will prepare the student for the TGPC-1 examination administered by the American Society of Pension Professionals & Actuaries (ASPPA).

Variable Credit:  Not Applicable

 



II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES

 

Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom. 



Plagiarism on any academic endeavors at Barton Community College will not be tolerated. The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism. Information about academic integrity is located in the Student Handbook. 



The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual. (Most up-to-date documents are available on the College webpage.) 



Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.

 

 

IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM 



This course will prepare the student for the TGPC-1 examination administered by the American Society of Pension Professionals & Actuaries (ASPPA).



Transferability varies among institutions, and perhaps even among departments, colleges, or programs within an institution. Also, these requirements may change from time to time and without notification.  Therefore, is shall be the student's responsibility to obtain relevant information from intended transfer institutions during his/her tenure at Barton County Community College to insure that he/she enrolls in the most appropriate set of courses for transferability.



 

V. ASSESSMENT OF STUDENT LEARNING



Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning. 

 

A.  Outline the history and evolution of 403(b) plans

1. State when elective deferral 403(b) programs became available to IRC §501(c)(3) organizations and public education institutions.

2. Identify the types of employers that are eligible to sponsor 403(b) plans and discuss what documentation may be required by an investment provider or IRS as proof of that eligibility.

3. Identify the types of investment options that may be offered in a 403(b) plan.

 

B.  Identify specific employer actions that may subject a plan to ERISA and what types of employers are not subject to ERISA requirements.

1. Identify the types of employers that are statutorily exempt from ERISA requirements.

2. Explain when a 403(b) plan is subject to ERISA, including the specific employer’s actions that could subject the plan to ERISA.

3. Explain the universal availability rules that are applicable to 403(b) plans.

4. Explain the requirement of offering an eligible employee a “meaningful opportunity to participate” in a 403(b) plan and identify which types of employers are exempt from this requirement.

5. Explain the contribution limits of a 403(b) plan including the catch-up provisions.

6. Explain the eligibility requirements for the 15 year catch-up provision and how it is coordinated with the age 50 catch-up provision.

7. Explain the W-2 reporting requirements that are applicable to elective deferrals in a 403(b) plan.

8. Define includible compensation in a 403(b) plan.

9. Explain the differences between the federal taxation and reporting of elective (pre-tax and Roth) contributions and employer contributions in a 403(b) plan.

10. Explain the general rules of salary reduction agreements for elective deferrals into a 403(b) plan during employment and post-employment.

11. Explain the type of post-employment elective deferrals that may be made to a 403(b) plan.

12. List the advantages and disadvantages of adding a designated Roth provision to a 403(b) plan.

13. Define the timing rules for remitting contributions to ERISA and non-ERISA 403(b) plans.

14. Explain whether ERISA 403(b) and non-ERISA 403(b) plan assets are subject to creditors of the employer and the employee.

 

C.  Describe the differences between 403(b) contract exchanges and plan-to-plan transfers.

1. Describe the information sharing process that occurs between an employer and a 403(b) provider or TPA.

2. Describe the types of tax-free transfers permitted from a 403(b) plan.

3. Identify what a contract exchange is as it relates to 403(b) plans.

4. Identify the types of pre-2009 403(b) accounts that must be included in a 403(b) plan.

5. Identify the types of pre-2009 403(b) accounts that do not have to be included in a 403(b) plan.

6. Describe an employer’s responsibilities when sponsoring a 403(b) plan.

7. Explain how and for what reasons a 457(b) or 403(b) participant would purchase service credits in a state’s defined benefit plan.



D.  Outline rules regarding withdrawal of monies and tax ramifications of withdrawal.

1. List the IRC distributable events that allow a participant to withdraw elective deferrals from a 403(b) plan.

2. List the IRC distributable events that allow a participant to withdraw employer contributions from a 403(b) plan.

3. Identify the sources within a 403(b) plan that have no IRC withdrawal restrictions.

4. Describe the rules for a safe harbor hardship distribution from a 403(b) plan.

5. Describe the rules for a facts and circumstances hardship distribution from a 403(b) plan.

6. Explain how the eligible rollover rules apply to governmental 457(b) and 403(b) plans.

7. Describe the involuntary cash-out procedure that applies to distributions from a 403(b) plan.

8. Explain the in-plan rollover rules for designated Roth accounts in 403(b) and governmental 457(b) plans.

9. Explain the rules regarding RMDs from 403(b) plans and how they differ from 401(k) plans.

10. Describe the death benefits available from a 403(b) plan.





E.  Describe the details and nuances of participant loan rules.

1. Explain the loan rules as they apply to 403(b) plans.

2. Calculate a participant’s maximum available 403(b) loan amount.



F.  Outline specific provisions mandated by the IRS to keep the plan qualified for favorable tax treatment

1. Discuss the optional and required provisions in a 403(b) plan document.

2. Differentiate between the different types of plan documents (master plan, prototype, volume submitter and individually designed).

3. Identify the key documents that must be prepared when implementing a new 403(b) plan.

4. List the type of disclosure information (SPD, SMM, etc.) that must be provided to ERISA 403(b) participants and when it must be provided.

5. Explain the differences in the required language that must be included in a 403(b)(7) custodial agreement versus a 403(b)(1) annuity contract.



G.  Discuss the impact ERISA has on certain 403(b) plans

1. Identify the fiduciary requirements for an ERISA 403(b) plan.

2. Define the concept of vesting in an ERISA 403(b) plan.

3. Identify the vesting schedules and other vesting issues applicable to ERISA 403(b) plans.

4. Explain the concept of forfeitures in ERISA 403(b) plans and how they may be used.

5. Explain the qualified domestic relations order (QDRO) rules.

6. Describe the ERISA qualified joint and survivor annuity (QJSA) and qualified pre-retirement survivor annuity (QPSA) requirements in 403(b) plans.

7. Explain the ERISA fidelity bond requirements and who must be bonded.

8. Describe the Form 5500 annual reporting requirements applicable to 403(b) plans including required schedules, summary annual report and the filing deadlines.

9. Explain the steps that must be taken in order to terminate a 403(b) plan.

10. Explain the differences between a frozen and a terminated 403(b) plan.



H.  Explain nondiscrimination rules and the tests that must be satisfied in order to satisfy IRC requirements.

1. Describe the types of employer contributions and allocation methods that can be used in a 403(b) plan.

2. Describe the nondiscrimination rules (including minimum coverage testing) that are applicable to IRC §501(c)(3) organizations sponsoring ERISA 403(b) plans.

3. Describe the nondiscrimination rules that are applicable for governmental and non-electing IRC §3121(w)(3)(A)(B) church plans.

4. Define who is a highly compensated employee (HCE).

5. List the correction methods for a failed actual contribution percentage (ACP) test.

6. List the types of safe harbors that a 403(b) plan may use to avoid nondiscrimination testing.

7. Compare the nondiscrimination rules applicable to 403(b) and 401(k) plans.

8. Identify the potential effect of the controlled group rules on tax-exempt organizations.

9. State the potential consequences of the loss of 403(b) status to the plan sponsor and participants.

10. Describe the IRS and DOL correction programs available to 403(b) plans.



I.  Compare 403(b) plans to 401(k) plans.

1. State the benefits of participating in or sponsoring a retirement plan.

2. Describe the differences between a 403(b) plan and a 401(k) plan.



J.  Compare public-sector to private-sector plans.

1. List the primary differences between governmental defined benefit plans and private sector defined benefit plans.

2. Describe the characteristics of IRC §414(h) pickup contributions, when they are typically used and how they impact contribution and compensation limits.

3. Summarize the issues that many governmental defined benefit plan sponsors have in applying final phased retirement regulations and discuss the resulting consequences.

4. Describe the purpose a DROP option in a governmental defined benefit plan serves, and list the types of employee groups that are typically offered in a DROP.

5. Describe an Optional Retirement Plan (ORP)/Alternative Retirement Plan (ARP) and how it is used by governmental employers.

6. Describe the flexibility that governmental employers have in making employer contributions to 403(b) and 401(a) plans.

7. Explain the type of post-employment employer contributions that may be made to a 403(b) plan.



K. Outline service providers and the array of services provided.

1. List the various services that may be performed in order to keep a 403(b) plan in compliance.

2. Identify the parties that may be involved in the administration of a 403(b) plan.

3. Explain the components of a service provider agreement and describe the purpose it serves.

4. Identify the specific tax form that is issued when a participant takes a distribution from a 403(b) plan.



L. List the characteristics of the two types of 457(b) plans.

1. Identify the types of entities that may sponsor a governmental 457(b) plan.

2. Identify the types of nongovernmental tax-exempt entities that may sponsor a 457(b) plan.

3. Discuss who may be a participant in a governmental 457(b) plan.

4. Discuss private letter rulings, government filings and the IRS approval process as it relates to 457(b) plans.

5. Explain the contribution limits of a governmental 457(b) plan including coordination with contributions to other plans.

6. Compare the definition of includible compensation used in a 403(b) plan versus a 457(b) plan.

7. Explain how and when back pay, unused sick and vacation pay may be deferred to a governmental 457(b) plan.

8. List the distributable events permitted by the IRC that allow a participant to take a distribution from a 457(b) plan.

9. Compare a participant’s eligibility for an unforeseeable emergency withdrawal from a 457(b) plan to a safe harbor hardship distribution from a 403(b) plan.

10. Explain the loan rules for governmental 457(b) plans.

11. Compare the federal taxation and the 10 percent penalty tax on early distributions as they apply to governmental 457(b) plans, 403(b) and 401(k) plans.

12. Explain the rules for plan-to-plan transfers from 457(b) plans.

13. List the characteristics of governmental 457(b) and a 457(b) plans sponsored by nongovernmental tax-exempt entities.

14. Discuss what groups of employees are eligible to participate in a 457(b) plan sponsored by a nongovernmental tax-exempt entities.

15. Explain the irrevocable distribution election requirements that apply to a nongovernmental tax-exempt 457(b) plan.

16. Identify the specific tax form(s) that are issued when a participant takes a distribution from a governmental or nongovernmental tax-exempt 457(b) plan or 403(b) plan.

17. Describe the IRS correction programs available to 457(b) plans of governmental and nongovernmental tax-exempt employers.



M. Explain the impact of the ASPPA Code of Professional Conduct and its impact on these professionals.

1. [bookmark: _GoBack]Identify actions that do and do not violate the ASPPA Code of Conduct.





VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS 

 

VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS 



VIII. REFERENCES 



IX. METHODS OF INSTRUCTION AND EVALUATION 



X. ATTENDANCE REQUIREMENTS 



XI. COURSE OUTLINE 

 














06/25/09



REVISED COURSE SYLLABUS CHECKLIST

		Course Title
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		Jane Howard
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BARTON COMMUNITY COLLEGE 

COURSE SYLLABUS 



 

I. GENERAL COURSE INFORMATION 

 

Course Number:   		BUSI 1818

Course Title:   		DC-3:  Defined Contribution Administrative Issues – Advanced Topics

Credit Hours:   		3

Prerequisite:   		BUSI 1808 - DC-1:  Defined Contribution Administrative Issues and BUSI 1809 – DC-2:  Defined Contribution Administrative Issues – Compliance Issues with grade of “C” or better.

Division/Discipline:   	Workforce Training & Community Education - Business

Course Description:   	This course will begin with a study of leased employees and the different types of business entities.  It will include coverage of employer situations such as determining controlled groups and affiliated service groups.  This course will prepare the student for the DC - 3 examination administered by the American Society of Pension Professionals & Actuaries (ASPPA).





II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES

 

Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom. 



Plagiarism on any academic endeavors at Barton Community College will not be tolerated. The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism. Information about academic integrity is located in the Student Handbook. 



The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual. (Most up-to-date documents are available on the College webpage.) 



Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.

  



IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM 



This course will prepare the student for the DC –3 examination administered by the American Society of Pension Professionals & Actuaries (ASPPA).



Transferability varies among institutions, and perhaps even among departments, colleges, or programs within an institution. Also, these requirements may change from time to time and without notification.  Therefore, is shall be the student's responsibility to obtain relevant information from intended transfer institutions during his/her tenure at Barton Community College to insure that he/she enrolls in the most appropriate set of courses for transferability.

 



V. ASSESSMENT OF STUDENT LEARNING 



Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning. 

 

A. Determine who is a leased employee and how such employees affect retirement plans

1. Describe a multiple employer plan and describe its impact on plan administration.

2. Identify a multiemployer plan and its impact on plan administration.

3. Describe the four requirements that must be met to treat an individual as a leased employee under IRC §414(n).

4. Compare the treatment of leased employees in a recipient client organization’s single employer plan to that in a multiple employer plan sponsored by the leasing organization.	



B.  Outline various types of business entities and how such entities affect retirement plans

1. Discuss the characteristics of the different types of business entities.

2. Calculate the compensation for purposes of the contribution allocation to a self-employed person.

3. Describe what a QSLOB is and how it impacts the plan’s testing.

4. Identify the six safe harbor tests that a QSLOB can use to satisfy the administrative scrutiny test.



C.  Identify controlled groups and affiliated service groups and the effect of such a determination on various plan qualification rules

1. Discuss the impact of controlled group status when applied to the qualified plan requirements.

2. Differentiate between a brother-sister controlled group and a parent subsidiary group.

3. Explain the attribution rules applicable to controlled groups under IRC §1563, including exceptions to spousal attribution.

4. Determine whether a controlled group exists.

5. Discuss the impact of affiliated service group status when applying the qualified plan requirements.

6. Determine whether an organization is a service organization, a professional service organization or an FSO.

7. Determine whether an organization is a management organization based on the type and degree of services performed.

8. Explain the attribution rules applicable to affiliated service groups under IRC§318.

9. Determine whether an ASG exists under IRC §414(m).



D.  Identify various definitions of compensation and when a plan’s definition of compensation may be subject to additional nondiscrimination testing

1. Compare the definitions of compensation under IRC §§415 and 414(s).

2. Explain when a plan’s definition of compensation is subject to nondiscrimination testing.

3. Calculate the compensation nondiscrimination test.

4. Determine the impact of short plan years and short tax years on deduction limits.

5. Determine the deduction limits as they apply to overlapping defined benefit/defined contribution plans.



E.  Apply the average benefit test, the effect of plan aggregation and disaggregation and how leased employees affect coverage testing

1. Identify the components of the average benefit test and be able to demonstrate such testing.

2. Determine which plans or components of a plan may or must be aggregated or disaggregated for minimum coverage purposes.

3. Explain the otherwise excludable rules regarding coverage testing.

4. Describe how mergers, acquisitions and spin-offs affect coverage testing.

5. Identify the three simplified procedures for establishing employee data for testing coverage in a plan year.

6. Determine the impact of leased employees on coverage testing.

7. Determine corrections that can be made when a plan does not satisfy coverage requirements.



F.  Describe advanced testing methods used to show a plan is nondiscriminatory

1. Determine when an IRC §401(a)(4) general test calculation might be needed.

2. Describe allocation rate group testing and determine allocation rate groups.

3. Describe the concept of cross-testing and determine EBARs.

4. Describe the gateway test, determine when it is required and calculate the test.

5. Discuss the interaction of coverage testing under IRC §410(b) and nondiscrimination testing under IRC §401(a)(4).

6. Identify aggregation, disaggregation and restructuring issues associated with nondiscrimination testing.

7. Describe a plan’s benefits, rights and features and explain the testing of such features for current and effective availability.

8. Determine corrections that can be made when a plan does not satisfy nondiscrimination requirements.



G.  Describe the features of an ESOP and reasons an employer might offer this type of plan

1. Discuss the reasons a plan sponsor might establish an ESOP.

2. Describe the key features of a stock bonus plan.

3. List the primary characteristics of an ESOP.

4. Explain the rules regarding an IRC §1042 election including allocation restrictions.

5. Explain the requirement to allow participants to request a distribution in the form of stock and how net unrealized appreciation is calculated.

6. Determine which participants are eligible to diversify their accounts and be able to demonstrate a diversification calculation.

7. Explain the special rules regarding plan operation and administration of a leveraged ESOP.

8. Compare ESOP rules and reporting requirements for a plan sponsored by an S corporation versus a C corporation.

9. State the mechanics of the IRC §409(p) rules and how they impact an S-Corporation ESOP.



H.  Identify a fiduciary and outline the standards for fiduciary conduct

1. Determine whether an individual is a fiduciary and identify the parties who serve as fiduciaries.

2. Discuss fiduciary duties and responsibilities and describe the standards for fiduciary conduct.

3. Identify the actions which may result in fiduciary liability.

4. List the factors that a fiduciary should consider when choosing a service provider.

5. Identify the consequences and sanctions associated with a breach of fiduciary duty.



I.  Identify prohibited transactions

1. Identify a disqualified person

2. Identify a party-in-interest

3. Illustrate a prohibited transaction.

4. Explain how a class exemption differs from an individual exemption and describe the major class exemptions.

5. Describe and calculate the penalties applicable to prohibited transactions including first and second tier taxes.

6. Describe reporting requirements that apply to prohibited transactions.

7. Identify who is covered service provider under the fiduciary fee disclosure regulations.

8. Explain the consequences for failing to make required fiduciary fee disclosures.



J.  Outline steps to guide plan sponsors through the participant distribution process

1. Identify the information that must be provided to a participant in the required notice for a distribution to occur and whether consent is required.

2. Identify the impact of the repeal of DOMA on the definition of Spouse for various plan purposes, including attribution rules, definition of HCE, definition of key employee, distribution and beneficiary purposes.

3. Explain how insurance works in a defined contribution including the calculation of death benefits.

4. State the applicable limits on the amount of life insurance in a defined contribution plan.



K.  Describe ethical duties and standards

1. Illustrate awareness of the provisions of the ASPPA Code of Professional Conduct

  



VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS 





VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS 





VIII. REFERENCES 





IX. METHODS OF INSTRUCTION AND EVALUATION 





X. ATTENDANCE REQUIREMENTS
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XI. COURSE OUTLINE










BARTON COMMUNITY COLLEGE

COURSE SYLLABUS





I. GENERAL COURSE INFORMATION

					

Course Number: 	    	DRAF 1841

Course Title: 	    	Computer-Aided Drafting and Design II

Credit Hours: 	    	3

Prerequisites: 	    	DRAF 1840 Computer-Aided Drafting and Design I

Division/ Discipline: 	Workforce Training and Economic Development/Drafting

Course Description: 	This course builds on the foundation of Computer Aided Drafting I as a continuation of the study of the basic elements in Computer Aided Drafting and Design.  Selected drawing and design projects will be completed using 3D solid modeling software for comprehension of parametric modeling, assembly models, and visualizations. Upon completion of the course, students will be prepared to take the Autodesk Inventor Certified User Exam, an official, industry-standard credential recognized by schools and employers. 





II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES



Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.



Plagiarism on any academic endeavors at Barton Community College will not be tolerated.   The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.



The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  (Most up-to-date documents are available on the College webpage.)



Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu. 





IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM



This is one of a series of technical courses for the Drafting Technology program. This course is designed to develop useful, job-oriented skills. It is highly recommended for individuals entering the fields of architecture, drafting, engineering, interior decorating and design, or the machine trades. If students are planning to enter an engineering program at a university, each student should verify with the transfer university how this course will transfer.



The transferability of all college courses will vary among institutions, and perhaps even among departments, colleges, or programs within an institution.  Institutional requirements may also change without prior notification.  Students are responsible to obtain relevant information from intended transfer institutions to insure that the courses the student enrolls in are the most appropriate set of courses.





V. ASSESSMENT OF STUDENT LEARNING



Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning.



Course Outcomes, Competencies, and Supplemental Competencies:



A Utilize 3D solid modeling software

1. Create files using the 4 primary environments

2. Interact with software using the menu bar, ribbon, and browser

3. Navigate by using the viewcube and shortcut keys

4. Manage files by creating projects and storing in library



B Create 2D Sketches

1. Complete a 2D sketch using the appropriate draw tools

2. Constrain sketch by using geometric constraints and parametric dimensions

3. Modify a 2D sketch by using the appropriate modify tools

4. Utilize pattern tools when creating a sketch

5. Format sketch by using appropriate format tools



C Construct Parts

1. Create parts by using appropriate create feature tools

2. Modify and place features

3. Utilize work features for creating and positioning new features

4. Utilize pattern tools during part creation

5. View and apply properties



D Create Assemblies

1. Create assemblies by placing, grounding and constraining parts

2. Animate assemblies by using drive constraints

3. Utilize the Adaptive design approach in an assembly model



E Create Drawings

1. Utilize templates to create part and assembly drawings

2. Create drawing layouts from solid models

3. Create auxiliary and section views

4. Annotate and create parts lists for drawings



F Create Sheet Metal Parts

1. Complete a sheet metal parts busing the appropriate create tools

2. Modify a sheet metal part by using the appropriate modify tools

3. Create and export a flat pattern



G Create presentations and visualizations

1. Use a presentation to tweak parts and animate the view

2. Create rendered images

3. Animate an assembly



VI. INSTRUCTOR EXPECTATIONS OF STUDENTS IN CLASS





VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS





VIII. REFERENCES





IX. METHODS OF INSTRUCTION AND EVALUAITON





X. ATTENDANCE REQUIREMENTS



[bookmark: _GoBack]

XI. COURSE OUTLINE




06/25/09



REVISED COURSE SYLLABUS CHECKLIST

		Course Title

		DRAF1841  COMPUTER AIDED DRAFTING II

		Syllabus Presenter

		TINA GRILLOT





Please attach the revised syllabus.  Consult the Strategic Plan calendar for syllabus submission due dates and subsequent attendance at LICC.


CLASSIFICATION OF COURSE

		Academic

		Career & Technical

		Community Education

		Other



		 FORMCHECKBOX 
 General Education


 FORMCHECKBOX 
 Program requirement


 FORMCHECKBOX 
 Elective

		 FORMCHECKBOX 
 Military Programs

 FORMCHECKBOX 
 Program requirement


 FORMCHECKBOX 
 Elective

		 FORMCHECKBOX 
 Customized training


 FORMCHECKBOX 
 Seminar / workshop


 FORMCHECKBOX 
 Continuing education


 FORMCHECKBOX 
 Lifelong learning

		 FORMCHECKBOX 
 Public Offering



		

		

		

		 FORMCHECKBOX 
 Business and Industry



		

		

		

		 FORMCHECKBOX 
 Program Alignment



		

		

		

		 FORMCHECKBOX 






SYLLABUS STATUS/REASON FOR SUBMISSION (Please check all that apply and complete rationale for any checked items.)

 FORMCHECKBOX 
 New Course Title

		Current Course Title

		

		Requested Course Title

		





		Reason for Title Change:  





 FORMCHECKBOX 
 Change in Credit Hours

		Current Credit Hours

		

		Requested Credit Hours

		





		Reason for Change in Credit Hours:  





 FORMCHECKBOX 
 Change in Course Description

		Reason for Change in Course Description:  Updated to reflect the industry credential opportunity.





 FORMCHECKBOX 
 Revived Course (Courses that have not been offered in the last 5 years and have required a major revision.)

		Reason for Resurrecting Old Course:  





 FORMCHECKBOX 
 Major Syllabus Revision

		Reason for Syllabus Revision:  (1) New Format; (2) Outdated Outcomes/Competencies updated to reflect current technology, industry needs, and includes preparation for industry credential (AutoDesk Inventor User Certification).






06/25/09



REVISED COURSE SYLLABUS CHECKLIST

		Course Title

		MEAS 1100- Common Technical Skills

		Syllabus Presenter

		Tina Grillot





Please attach the revised syllabus.  Consult the Strategic Plan calendar for syllabus submission due dates and subsequent attendance at LICC.


CLASSIFICATION OF COURSE

		Academic

		Career & Technical

		Community Education

		Other



		 FORMCHECKBOX 
 General Education


 FORMCHECKBOX 
 Program requirement


 FORMCHECKBOX 
 Elective

		 FORMCHECKBOX 
 Military Programs

 FORMCHECKBOX 
 Program requirement


 FORMCHECKBOX 
 Elective

		 FORMCHECKBOX 
 Customized training


 FORMCHECKBOX 
 Seminar / workshop


 FORMCHECKBOX 
 Continuing education


 FORMCHECKBOX 
 Lifelong learning

		 FORMCHECKBOX 
 Public Offering



		

		

		

		 FORMCHECKBOX 
 Business and Industry



		

		

		

		 FORMCHECKBOX 
 Program Alignment



		

		

		

		 FORMCHECKBOX 






SYLLABUS STATUS/REASON FOR SUBMISSION (Please check all that apply and complete rationale for any checked items.)

 FORMCHECKBOX 
 New Course Title

		Current Course Title

		

		Requested Course Title

		





		Reason for Title Change:  





 FORMCHECKBOX 
 Change in Credit Hours

		Current Credit Hours

		

		Requested Credit Hours

		





		Reason for Change in Credit Hours:  





 FORMCHECKBOX 
 Change in Course Description

		Reason for Change in Course Description:  





 FORMCHECKBOX 
 Revived Course (Courses that have not been offered in the last 5 years and have required a major revision.)

		Reason for Resurrecting Old Course:  





 FORMCHECKBOX 
 Major Syllabus Revision

		Reason for Syllabus Revision:  Removed prerequisite of obtaining the NG distribution certificate prior to taking the measurement classes. 






BARTON COMMUNITY COLLEGE 

COURSE SYLLABUS 





I. GENERAL COURSE INFORMATION 

 

Course Number:   		MEAS 1100

Course Title:   		Common Technical Skills

Credit Hours:   		3

[bookmark: _GoBack]Prerequisite:   		None

Division/Discipline:   	Workforce Training and Community Education/ Gas Measurement Program. 

Course Description:   	This web based course introduces the student to the basic skills necessary to pursue further training in Natural Gas Measurement.  Skills will include applied mathematics, physics, and basic computer operation.  

 



II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES

 

Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.



Plagiarism on any academic endeavors at Barton Community College will not be tolerated.  The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.



The college reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  (Most up-to-date documents are available on the College webpage.)



Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.

 

 

IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM 

 

Success in the courses that follow Common Technical Skills depend on the student having a fundamental grasp of  mathematical, physics, and statistical concepts that will be used in Fluid Mechanics and Measurement principles.  Since much of the training is computer based, the student will also need basic computing competence to navigate Microsoft Windows and web based modules.





V. ASSESSMENT OF STUDENT LEARNING 

 

Barton Community College assesses student learning at several levels:  institutional, program, degree and classroom.  The goal of these assessment activities is to improve student learning.  As a student in this course, you will participate in various assessment activities.  Results of these activities will be used to improve the content and delivery of Barton’s instructional program.



Course Outcomes, Competencies, and Supplemental Competencies



A. Apply the rules and theorems of industry applied mathematics.

1. Perform basic arithmetic calculations including whole numbers and fractions.

2. Convert fractions to decimals and percentages.

3. Factor square roots.

4. Solve industry applied algebraic and geometric problems.

5. Convert numbers to scientific notation.



B. Perform basic computing tasks.

1. Demonstrate navigating through Windows Explorer.  

2. Create files and save work to specified locations.



C. Define the fundamental laws of Physical Science.   

1. List Newton’s laws.

2. Apply laws of energy, work and power.

3. Define laws of heat transfer.



D. Perform electrical calculations using Ohm’s Law..

1. Determine voltage, amperage, and resistance using given values.



E. Navigate simple technical drawings.

1. Define symbols used in technical drawings.

2. Identify the different types of technical drawings.  



F. Define industry related statistical concepts.

1. Define the terms average, mean, median, mode, and standard deviation.





VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS





VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS





VIII. REFERENCES





IX. METHODS OF INSTRUCTION AND EVALUATION





X. ATTENDANCE REQUIREMENTS



      

XI. COURSE OUTLINE
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REVISED COURSE SYLLABUS CHECKLIST

		Course Title

		MEAS 1103- Gas Quality Analysis

		Syllabus Presenter

		Tina Grillot





Please attach the revised syllabus.  Consult the Strategic Plan calendar for syllabus submission due dates and subsequent attendance at LICC.


CLASSIFICATION OF COURSE

		Academic

		Career & Technical

		Community Education

		Other



		 FORMCHECKBOX 
 General Education


 FORMCHECKBOX 
 Program requirement


 FORMCHECKBOX 
 Elective

		 FORMCHECKBOX 
 Military Programs

 FORMCHECKBOX 
 Program requirement


 FORMCHECKBOX 
 Elective

		 FORMCHECKBOX 
 Customized training


 FORMCHECKBOX 
 Seminar / workshop


 FORMCHECKBOX 
 Continuing education


 FORMCHECKBOX 
 Lifelong learning

		 FORMCHECKBOX 
 Public Offering



		

		

		

		 FORMCHECKBOX 
 Business and Industry



		

		

		

		 FORMCHECKBOX 
 Program Alignment



		

		

		

		 FORMCHECKBOX 






SYLLABUS STATUS/REASON FOR SUBMISSION (Please check all that apply and complete rationale for any checked items.)

 FORMCHECKBOX 
 New Course Title

		Current Course Title

		

		Requested Course Title

		





		Reason for Title Change:  





 FORMCHECKBOX 
 Change in Credit Hours

		Current Credit Hours

		

		Requested Credit Hours

		





		Reason for Change in Credit Hours:  





 FORMCHECKBOX 
 Change in Course Description

		Reason for Change in Course Description:  





 FORMCHECKBOX 
 Revived Course (Courses that have not been offered in the last 5 years and have required a major revision.)

		Reason for Resurrecting Old Course:  





 FORMCHECKBOX 
 Major Syllabus Revision

		Reason for Syllabus Revision:  Removed prerequisite of obtaining the NG distribution certificate prior to taking the measurement classes. 






BARTON COMMUNITY COLLEGE 

COURSE SYLLABUS 





I. GENERAL COURSE INFORMATION 

 

Course Number:   		MEAS 1103

Course Title:   		Gas Quality Analysis

Credit Hours:   		4

[bookmark: _GoBack]Prerequisite:   		None

Division/Discipline:   	Workforce Training and Community Education/ Gas Measurement Program. 

Course Description:  	This instructor led and web based course prepares the student to work with standard gas quality analyzers used in all aspects of the measurement industry.  The student will learn how to collect and analyze gas quality data in order to make determinations about its quality and safety.

 



II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES

 

Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.

Plagiarism on any academic endeavors at Barton Community College will not be tolerated.  The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.

The college reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual.  (Most up-to-date documents are available on the College webpage.)

Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.



IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM 



Knowledge of gas quality analysis is an important aspect of the measurement industry.  The student must be able to monitor and make critical judgments about gas quality in order to be successful in his/her job.  With safety as the first priority of any gas technician, the student must learn under which conditions the gas quality must pass or fail the analytical process.

 



V. ASSESSMENT OF STUDENT LEARNING

 

Barton Community College assesses student learning at several levels:  institutional, program, degree and classroom.  The goal of these assessment activities is to improve student learning.  As a student in this course, you will participate in various assessment activities.  Results of these activities will be used to improve the content and delivery of Barton’s instructional program.



Course Outcomes, Competencies, and Supplemental Competencies:

  

A. State the purposes of different gas sampling systems.

1. List the problems associated with H2S, Sulfur, water vapor, and CO2 in natural gas.



B. State the standards which govern gas sample system design and   sampling methods.

1. List the governmental agencies which regulate natural gas quality. 

2. Paraphrase regulations for hazardous content in gas.



C. Describe the mechanisms of gas sample distortion.  

1. Define phase behavior.

2. Contrast standards of cleanliness and contamination.  

    

D. Explain the key considerations for designing a gas sampling system.

1. Detail considerations for spot, composite and online gas chromatography.

2. List elements of a basic gas sampling layout.

3. Outline sample cylinder handling & preparation.  



E. Describe the various methods of gas sampling.

1. Detail GPA separator issue in spot sampling.

2. Explain the use of stain tubes and other electronic devices for gas quality sampling

3. Interpret documentation and notation on gas sample labeling and reporting.



F. Contrast types of composite gas sampling systems.

1. List the applications for composite samplers YZ Systems, PGI International, and Welker Engineering.  

2. List purposes for cover flow proportional composite sampling.



G. Describe routine maintenance items performed on gas sampling systems.

1. List common scheduled maintenance items on gas sampling systems.  

2. Discuss effects of poor maintenance on sample distortion.



H. Outline functions of the principle gas quality analyzers.

1. Detail the operation of O2, H2S, CO2, total sulfur, water vapor and hydrocarbon dew point analyzers.    





VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS





VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS





VIII. REFERENCES





IX. METHODS OF INSTRUCTION AND EVALUATION





X. ATTENDANCE REQUIREMENTS





XI. COURSE OUTLINE
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REVISED COURSE SYLLABUS CHECKLIST

		Course Title

		MLTR 1044 – U.S. Army Generator Operators Course

		Syllabus Presenter

		George Bowman





Please attach the revised syllabus.  Consult the Strategic Plan calendar for syllabus submission due dates and subsequent attendance at LICC.
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 Program requirement


 FORMCHECKBOX 
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SYLLABUS STATUS/REASON FOR SUBMISSION (Please check all that apply and complete rationale for any checked items.)

 FORMCHECKBOX 
 New Course Title

		Current Course Title

		

		Requested Course Title

		





		Reason for Title Change:  





 FORMCHECKBOX 
 Change in Credit Hours

		Current Credit Hours

		

		Requested Credit Hours

		





		Reason for Change in Credit Hours:  





 FORMCHECKBOX 
 Change in Course Description

		Reason for Change in Course Description:  Changed syllabus format.





 FORMCHECKBOX 
 Revived Course (Courses that have not been offered in the last 5 years and have required a major revision.)

		Reason for Resurrecting Old Course:  





 FORMCHECKBOX 
 Major Syllabus Revision

		Reason for Syllabus Revision:  






BARTON COUNTY COMMUNITY COLLEGE


COURSE SYLLABUS

I.  GENERAL COURSE INFORMATION

Course Number: 

MLTR 1044

Course Title: 

US Army Generator Operator’s Course


Credit Hours: 

1-2


Division and Discipline:
Military Programs

Variable Credit:     
15 hours for 1 Credit; 40 hours for 2 Credits.  Variable rate of 25 hours accommodates the various different types of electrical generator for new operators. 

Course Description:          Students will be instructed on the operation and maintenance of United States Army electrical generation equipment.  Focus will include fundamental electrical principles involving the operation of AC and DC equipment, including 1.5 Kilowatt (KW) (single phase) thru 60 KW (three phase) gas and diesel powered generators. 


II.  
INSTRUCTOR INFORMATION


III. COLLEGE POLICIES

Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense and respect for others both within and outside the classroom.


Plagiarism on any academic endeavors at Barton Community College will not be tolerated. The student is responsible for learning the rules of, and avoid instances of intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook. 


The College reserves the right to suspend a student for conduct that is detrimental to the College's educational endeavors as outlined in the College catalog. Student Handbook, and College Policy & Procedure Manual.   (Most up-to-date documents are available on the College webpage).

Any student seeking an accommodation under provisions of the Americans with Disabilities Act (ADA) is to notify Student Support Services via email at diabilityservices@bartonccc.edu.

IV. COURSE AS VIEWED IN TOTAL CURRICULUM


This course is a structured learning experience designed to introduce and prepare students to understand the various requirements involved as a Military Generator Operator at the organizational level.  The course addresses the regulatory and technical requirements for vocational/technical course for personal and professional development of military personnel.


V. ASSESSMENT OF STUDENT LEARNING


Barton Community College is committed to the assessment of student learning and to quality education. Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge. Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning.

Course Outcomes, Competencies, and Supplemental Competencies:


A. Identify and determine the power requirements needed to select the proper size    generator for its intended use.


1. Define amps, watts, voltage, and resistance.


2. Explain the relationship and use of amps, watts, voltage, and resistance.


3. Calculate the power requirements and identify the generator needed in a given situation.


B. Inspect and perform maintenance checks and services.


1. Inspect generator with the appropriate operator’s manual.


2. Record inspection results on proper documentation and take any corrective action as required.


3. Perform before, during, and after operation maintenance checks.


4. Perform services as required by the operator’s manual.  


C. Safely install and operate the generators on which trained.


1. List and perform the safety procedures required before installation/operation.


2. Properly install generator in a given situation.


3. Operate generator in a given situation.


4. Perform proper shutdown procedures.


D. Conduct parallel operations.


1. Connect parallel cables between two generators (one operating).


2. Place second generator into operation and conduct switchover.


3. Shutdown first generator and perform needed maintenance.


V.    INSTRUCTOR’S EXPECTATIONS OF STUDENTS IN CLASS


VI. TEXTBOOKS AND OTHER REQUIRED MATERIALS

VII. REFERENCES


VIII. METHODS OF INSTRUCTION AND EVALUATION


IX.  ATTENDANCE REQUIREMENTS


     XI.   COURSE OUTLINE


06/25/09

REVISED COURSE SYLLABUS CHECKLIST



		Course Title

		Advanced Word  Processing Applications

		Syllabus Presenter

		Deanna Heier







Please attach the revised syllabus.  Consult the Strategic Plan calendar for syllabus submission due dates and subsequent attendance at LICC.
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BARTON COMMUNITY COLLEGE


COURSE SYLLABUS


SEMESTER YEAR



I. GENERAL COURSE INFORMATION


Course Number:

OFTC 1697


Course Title:

Advanced Word Processing Applications

Credit Hours:

3


Prerequisite: 
BSTC 1036 - Computer Concepts and Applications with a C or better

Division/Discipline:
Career and Technical Education, Office Technology


Course Description:
This course will provide students with an enhanced ability to efficiently use a word processing application and utilize advanced word processing features.  Some of these features will include advanced formatting, editing and proofreading skills; customization in pictures, tables, charts, WordArt, SmartArt and templates; and creating multiple page reports and mail merged documents. 

II. INSTRUCTOR INFORMATION


Instructor Name: 


Contact Data: 


III. CLASSROOM POLICY


Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The college assumes that the students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.


Plagiarism on any academic endeavors at Barton Community College will not be tolerated.  

The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism.  Information about academic integrity is located in the Student Handbook.

The college reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlines in the College Catalog, Student Handbook, and College Policy & Procedure Manual. [Most up-to-date documents are available on the College webpage.]

Any student seeking an accommodation under the provisions of the Americans with Disabilities Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu.


IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM


This course is needed to provide continued training for the technological innovations in word processing techniques and procedures.  Students must have highly developed keyboarding and word processing skills to adequately produce professional, high-quality documents using advanced word processing features to increase efficiency.

V. ASSESSMENT OF STUDENT LEARNING/COURSE OUTCOMES


Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning.

Course Outcomes, Competencies, and Supplemental Competencies

A. Utilize advanced formatting skills to manipulate text, pictures, shapes, and objects within a word processing document 


1. Use advanced text and picture effects to create a customized design


2. Utilize wrap text when working with pictures and other objects


3. Create flexibility and mobility within your document by using text boxes 


4. Utilize columns, line and paragraph spacing, and page break settings to organize a document


5. Create, design and format charts within a word processing document


6. Create a document using design features such as shapes, WordArt, and SmartArt 


7. Create and customize headers and footers


B. Utilize advanced editing skills within a word processing document 


1. Use proofreading, comment, and tracking features to edit a document


2. Setup margins, tabs, and indents to organize and create efficiency within a document

3. Utilize spelling and grammar check to assist in editing a document

C. Create and customize tables to organize data within a word processing document


1. Use the Merge / split cell features to organize a table


2. Use table cell borders to customize a table


3. Create forms utilizing advanced content controls such as text, list and checkbox 


D. Arrange and organize multiple page reports and documents 


1. Create a table of contents utilizing hyperlinks


2. Create a master document using subdocuments and outlines


3. Use captions and cross-referencing throughout a master document


4. Maintain consistency within similar business documents using style features


E. Use and customize templates within a word processing document 


1. Demonstrate style and formatting features within a template


2. Use advanced features to change theme, styles and spacing within a word processing template


3. Save a document as a template


F. Utilize mail merge features and processes 


1. Create data source for mail merge


2. Perform mail merge with and without the wizard


3. Use a sort or filter to customize mail merge


4. Create envelopes and labels using mail merge


G. Utilize backstage content


1. Create and update document properties


2. Use backstage options to complete updates to display, proofreading, and language defaults as well as other advanced settings
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VIII. REFERENCES
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BARTON COMMUNITY COLLEGE 

COURSE SYLLABUS 



 

I. GENERAL COURSE INFORMATION 

 

Course Number:   PRGM 1030

Course Title:   Java Programming

Credit Hours:   3

[bookmark: _GoBack]Prerequisite:   Computer experience

Division/Discipline:   WTCE

Course Description:   This course is an introduction to the Java programming language.  Topics covered in this course include:  Java language conventions and rules, data types and operators, control structures, methods, object-oriented programming, arrays and strings, class hierarchies, and files. Multiple programming projects.





II. INSTRUCTOR INFORMATION





III. COLLEGE POLICIES 

 

Students and faculty of Barton Community College constitute a special community engaged in the process of education. The College assumes that its students and faculty will demonstrate a code of personal honor that is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom. 



Plagiarism on any academic endeavors at Barton Community College will not be tolerated. The student is responsible for learning the rules of, and avoiding instances of, intentional or unintentional plagiarism. Information about academic integrity is located in the Student Handbook. 



The College reserves the right to suspend a student for conduct that is determined to be detrimental to the College educational endeavors as outlined in the College Catalog, Student Handbook, and College Policy & Procedure Manual. (Most up-to-date documents are available on the College webpage.) 



Any student seeking an accommodation under the provisions of the Americans with Disability Act (ADA) is to notify Student Support Services via email at disabilityservices@bartonccc.edu. 

 

IV. COURSE AS VIEWED IN THE TOTAL CURRICULUM 



In this course students will be taught the fundamental programming methods with the Java language.  It provides a solid foundation of computer programming, especially for those who are pursuing careers in computer science and technology. This course serves as a major elective to students in the Computer Science and Computer Information Systems programs at Barton Community College.

 

 

V. ASSESSMENT OF STUDENT LEARNING 

 

Barton Community College is committed to the assessment of student learning and to quality education.  Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge.  Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning. 



A. Apply software development principles

1. Identify program requirements

2. Design an algorithm to solve a problem

3. Implement an algorithm using Java

4. Apply testing strategies to a program

5. Create proper program documentation

B. Recognize the proper use of the following programming components in Java: variables, I/O, control structures, methods, arrays, and OO Programming

1. Recognize variable types

2. Identify input and output alternatives

3. Explain the proper use of sequential, conditional, and repetitive control structures

4. Describe the use of methods in a program

5. Identify arrays and the uses of array processing

6. Explain classes, objects, and their components

C. Apply programming components to solve problems with Java

1. Create and modify variables 

2. Apply user input and output as well as file I/O  

3. Implement sequential, conditional, and repetitive control structures

4. Apply methods

5. Implement arrays and process array contents

6. Create classes and objects





VI. INSTRUCTOR'S EXPECTATIONS OF STUDENTS IN CLASS 



VII. TEXTBOOKS AND OTHER REQUIRED MATERIALS 



VIII. REFERENCES 



IX. METHODS OF INSTRUCTION AND EVALUATION 



X. ATTENDANCE REQUIREMENTS 
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