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Course Articulation System Information Packet
Information and requirements for articulation to:
CISS 121-Microcomputer Applications I
	LCCC Division: 
	Business Division

	Credit Hours:

	3

	Contact Hours Required:
	60

	Ohio “TAG” or “CTAG”?
	Yes


This information packet contains: 
I.      Course Overview 
A. LCCC Catalog Description 

B. Course Equivalency Standards
C. Insights/Special Instructions for this Course
D. How the Decision to Award Articulated Credit Will Be Made

II. How to Apply for Articulated Credit for this Course
III. Required Application Attachments
IV. Contact Information for Questions and Assistance

I.  Course Overview

A. LCCC  Catalog Description  
Introduction to microcomputer applications. Survey of application packages including Windows, word processing, spreadsheets, Internet, presentation and graphics. Includes hardware concepts and basic computer terminology and e-mail. Guidelines for selecting and evaluating hardware and software. Laboratory required. (A special fee will be assessed).
B.  
Course Equivalency Standards
To be successfully articulated, an outside course must meet 100% of the student outcomes/learning objectives for the LCCC course, as well as cover all syllabus topics (see the official LCCC “Course Description with Student Outcomes” sheet and the “Sample Course Syllabus”). 
C.  
Insights/Special Instructions for this Course
This course requires that students demonstrate both technical skill and critical thinking in the use of the various software packages. 

Please ensure that multi-step, open-ended problems/projects are integrated and assigned IN ADDITION TO any book questions or exercises.  Please attach copies of those problems/projects  (including any corresponding assessment materials in this format) to the application when applying for articulated credit.  


D.  How the Decision to Award Articulated Credit Will Be Made
Your application will go through the following steps at the college: 

1) Review and signature (if approved) by the lead LCCC faculty member for the course. 

2) Review and signature (if approved) by the division dean. 

3) Review and signature (if approved) by the provost. 

As the “content expert” for the course, the LCCC faculty member will be analyzing applications against the following criteria:  

· Appropriateness of instructor’s education/experience to teach the course

· Appropriateness of the facility/equipment/supporting materials used to teach the course

· Equivalency of course topics covered / course time spent on topics 

· Appropriateness/equivalency of teaching methodology(ies)
· Equivalency of assessments/testing to ensure student outcomes are met
· Appropriateness of criteria, testing, or other measures that a student must meet to be awarded credit 
II. How to Request Articulated Credit for This Course
1. Review the “Official Course Description and Student Outcomes” and “Sample Course Syllabus” for this course
Please remember:  you will need to meet 100% of the LCCC course outcomes and syllabi topics at your location for articulated credit to be granted. 
· If your course currently meets all objectives and topics, proceed to Step 2
· If your course needs revision to meet the objective and topics, please do the revisions before proceeding to Step 2 

· If you are unable to make revisions, this is probably NOT a good course for articulation.  You may want to look at an alternative.
2. Complete the LCCC “Request for Articulated Credit” Application
· Fill in the information required on the form.  

· If you have questions on the forms or need help, please contact LCCC’s Articulated Credit Office.
· Be sure that the application is signed by all required individuals, including 

· Instructor 

· Building principal / senior administrator
· District superintendent
3. Develop the Required Curriculum Documentation and Attach It to Your Request (see next page for details).  Unless other arrangements have been made, applications received without documentation will be returned.
4. Mail all materials to the LCCC Articulated Credit Office
· Receipt of your Request will be acknowledged by this office. Mail to:
AT116, Lorain County Community College

1005 N. Abbe Road

Elyria, OH  44035
Attn:  Sharon L. Fain
5. Schedule a Site Visit by LCCC Faculty (required for new articulations).
1. If this is the first time you’ve requested articulation for your course, a site visit is normally done by the lead faculty member.  He/she may also want you to visit the college to observe the course instruction here. 

2. If this is a renewal of articulation, the lead faculty may or may not require a site visit.   
3. The Articulated Credit Office will coordinate scheduling of a site visit if required. 
6.     If  Your Request is Not Approved

If your articulation request is NOT approved, you will be notified by the Articulated Credit Office.  The Office will also work with you and the faculty member re:  possible needed changes OR whether you might consider a different course to articulate. 
 III. Required Application Documentation (Attachments)
Providing insight and information on your course’s content, how you teach it, and how you assess student learning will enable the LCCC faculty member to determine if there is an appropriate fit with the college course and its required learning outcomes. 

Please attach the following three items to your Request for Articulated Credit application form: 

1. Detailed Course Syllabus
· The syllabus should show how you will teach the same TOPICS contained in the LCCC course, and how you will meet the same LEARNING OUTCOMES for the course. 

· Use the LCCC syllabus provided as an example;  but please be sure to present your own schedule and information

· Show your instructional sequence by day or week (whichever is appropriate)

-  
Please include the total number of hours spent on each topic within your syllabus (hours may be noted after each topic description)

Note:  please be sure to identify the skills being taught within a specific topic.  For example:  do not simply state that you are covering the “Word” software.  Instead, identify the specific topics within Word that you are covering (i.e., margins, headers, footers, mail merge, etc.). 
2. Student Assignment List 
· Please attach a listing of the student assignments for your course, including those – 
· completed in class 

· completed as homework (i.e., outside regular class time)

· completed as part of a team exercise or project
3. Student Assessments / Course Grading Scale
· Please attach a listing of the student assessments for your course, and indicate how the point values of each assessment figure into the final grade. Assessments include - 
· quizzes

· exams (including final and skills exams)

· project descriptions/guidelines/requirements/rubrics
· journal requirements 

· other graded items, including class participation, etc.  

· Last but not least:  please indicate your final grading scale. 
Note:  if your specific assignments and assessments are detailed in your course syllabus, you do not have to attach additional information. 

IV. Contact Information for Questions and Assistance

For additional information, questions, or assistance in requesting articulated credit at Lorain County Community College, please contact: 

Sharon L. Fain

Articulated Credit Office 

Lorain County Community College 

Advanced Technologies Center, Room 116

1005 N. Abbe Road

Elyria, OH  44035

(440) 366-4846

(440) 366-4848 (fax)

articulation@lorainccc.edu 

We ask that you please do not contact individual faculty members before talking with staff in this office.  
This will help us support you and your request in the most efficient and timely way possible. 
Thank you for your interest – and we look forward to building great career pathways with you!
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