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Task Title: Understand a Course Syllabus
OALCF Cover Sheet – Practitioner Copy

Learner Name: __________________________________________   
Date Started: ___________________________________________
Date Completed: _________________________________________


	Goal Path:
	Employment
	Apprenticeship

	Secondary School





	Post Secondary
	Independence


Successful Completion:  Yes  	     No   

Task Description: The learner will read a college course syllabus and answer questions.

Main Competency/Task Group/Level Indicator: 
· Find and Use Information/Read continuous text/A1.3


Materials Required:
· Pen/pencil and paper and/or digital device


Learner Information
College and university professors provide detailed information in a course syllabus.  This includes course materials, assignment requirements, reading lists, and deadlines.
Read the course syllabus for: 
“Canadore College CMM125 College Communication I” 
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Work Sheet
Task 1:  How many course hours are there for this course (CMM125 College Communication I)?
Answer: 


______________________________________________________
Task 2: What are the prerequisites for this course?
Answer:  


______________________________________________________
Task 3: List the program outcomes for a student enrolled in Business Fundamentals.
Answer:  


______________________________________________________
Task 4: How much of the course evaluation is determined by quizzes?
Answer: 



______________________________________________________

Task 5: List the textbooks required for this course.
Answer: 


______________________________________________________


Answers

Task 1:  How many course hours are there for this course?
Answer: 42

Task 2: What are the prerequisites for this course?
Answer:  There are no prerequisites

Task 3: List the program outcomes for a student enrolled in Business Fundamentals.
Answer:  
· Use current technologies to support an organization’s business initiatives
· apply basic research skills to support business decision making
· describe marketing and sales concepts used to support the operations of an organization
· outline the functional areas of a business and their inter-relationships

Task 4: How much of the course evaluation is determined by quizzes?
Answer: 30%


Task 5: List the textbooks required for this course.
Answer: There are no textbooks



Performance Descriptors
	Levels
	Performance Descriptors
	Needs Work
	Completes task with support from practitioner
	Completes task independently

	A1.3
	manages unfamiliar elements (e.g. vocabulary, context topic) to complete tasks
	
	
	

	
	identifies the purpose and relevance of texts
	
	
	

	
	skims to get the gist of longer texts
	
	
	

	
	uses organizational features, such as headings, to locate information
	
	
	

	
	follows the main events of descriptive, narrative, informational and persuasive texts
	
	
	

	
	obtains information from detailed reading
	
	
	

	
	identifies sources, evaluates and integrates information
	
	
	


[bookmark: _heading=h.gjdgxs]


This task: Was successfully completed        Needs to be tried again  


Learner Comments:







Instructor (print):						Learner (print):
__________________                                         _________________
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4§ CANADORE

COURSE NAME: __ CMM125 College Communication |
et vals: s

TolCowse bows: &2

prerequisce Courses):  None

Corequiste Courselsf None

COURSE DESCRIPTION

‘This st evel post secondary cours wil help students in 3l rograms develop theirabilty to communicate
<ectuey i academic and vocationd SXings. The couse AU SRS 1o Mt FSEyear benchmarks
forgenerc sl in rsearching.organizing,reraming, nabyin, wrting, nd presenting nformation.

LAND ACKNOWLEDGEMENT

‘Canador Coleg rsideson the radional teritory of th Anishinaabeg and withinlands proected b the
Robinson Huron Teaty of 1350 hi land § occupied by the people of Nipising Fis Naton ince tme.

immemora.

PLAR INFORMATION

“his coure i ligblefor Prior Leaming Asessment and Recognition.Students are adhised o discuss options

Wih their program coordinator

COURSE LEARNING OUTCOMES

‘Upon complecion o his course, the student wl have reiablydemonsrated the abify o

1.0 Plan communicatons using efecive
fesotces, provlem-soiing stategies, and
ectsion making skl
1.1 dentiy th variabes in the communication
process.
1.2 analyzegven suatons and determine the
appropriats audience, purpose, and message.
13 Establish afocus forthe message
20 Explain how communication sl fuet
‘acagemic and career success, and uncersiang
Why wrting s are vial i a digtal, mople,
an0 Soctakmedia.anven word
21 Understand how to improve communicaton
among dverse audiences.
2.2 Communicatein the form thatfulfisthe
purpose and meets the needs of 2 particiar
autience
2.3 Choose and apply correctythe format
appropriste o the purpose.
2.4 Use angusge, style, and sructure sutable
tothe sudience nd purpose
2.0 Produce messages fhat met accepiadle
Stancaras of cortectness.

3.1 Use corectly words that are commonly
conused.
32 et messages o nsure the folowing
punctuation marks are used corect:
321 terminal marks
323 apostrophes.
33 Recognize and corrctth following.
rammar mistakes:
331 subjectverb agreement erors
332 sentence fagments
334 incomectpronoun use.
3.4 spallcorrcty.
4.0 Demonstale an ungersianding of
Intetectual propeny, copymight, andfa use of
‘copyrightea material
41 Adhere to the principles of academic
integrity with respect o the useof words,
‘concept,patterns, images, or sounds from any
source incuding textbools,intermet and brary
resoutces,soialmedia, and content-generating
oot such as afical intelgence bots, 3pps, ot
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other oot
42 Submit work that i fre o plagarism a5
defined b Cansdore college’ Acsdemic
mmegry poiic.
43 Apply ethicalconsderatons i deaing with
alinformation sources.
4.4 Represent wrk atrbutable o others
acconding to the American Peychological
‘assocation (494) tyieof documentaton.
4.3 Employ in-ext cations using APA
documentation tandards.
4.42 Create reference s cconding to
494 documentation sandrds.
5.0 Collct, organize, ana analyze relevant and
ecessary Informaton flom a varety of Sources.
5.1 Demonstrate secondaryresearch sils using
Suiableprint and lectronic resources.
5.2 Demonstrateprimary research skl using
interviews, surveys, questionnaires, anecdotal
reports,and/or personalexperence, 25
requird.
5.3 separatethe rlevant from the ielevant
acconding o the esablshed focus.
5.4 Svauate sourcesfor refabiity and
creaiy.
5.5 Group and sequencethe selected
informaton.
5.5 Evauate and draw conclusons 3 needed
from the selected and organized information.
57 evaluate the rocesses wsed.
6.0 Reframe Inormalion, 16z, and concepts
Ways that gemonsiate uncersiancing.
5.1 Represent verbaly the collcted
intormaton by summariing, paraphrasin,
ouslining,and/or quoting irecty,as reqired.
5.2 Reprasent graphicly the collected
informaton, 2 required.
5.3 Evaluate the representaton for consistency
of meaning with thesource.
7.0 Produce efectve essays of nformal
reporss.
7.1 Use narative-descrptve process analyis,
cause and efec, comparison/contrast,
lassfication nd/or persuasion writing
techmiques o produce shortessas o informal
reports.

[ ——

8.0 Produce varous types of busiess.
cortespondence.
8.1 prepars efectiveand comectly ormatted
memorand, ltters andorsectronic messages
such as emal, text messages, bogs, socal media
posts, and/or pulic-acng oiine content.
82 Demonstrte an understandingof short
reportformat.
2.0 Use oral communicalion stiategles 10 share
Infomation, express ideas, ana bul
reatonsnps.
91 Demonstrate a varity ofnterpersonl
communication skl ncluding collaboration,
negotiation, nd/or confict resoluion.
92 effectiely apply actve stening ks
93 prepare profssiona presentaions toshare
and/or anayzenformation optiona)
9.4 Understand the roe of nonverbsl
‘communication, incucing e contac, pasture,
gesture, pich, an tone.
95 provide receive,and eflect on cical.
fesdbacktosnd rom others
10,0 Demonstrae e professionalsm,
‘punCtualy,refapiy, and work etic equieq
for empioyment.
10.1 Show up for every clas ontime and with
he tool and focusneeded orth b,
102 preparefor lass work by reading
preparatory mateils and by completng
homework.
103 Makea posice contrbutiont classroom
dscusion.
104 Manage time and ather resources o attain
personaland/or projec eated goas and meet
deadines.
1035 Assess progress and, when appropriate,
adjust plans.
1.0 Employ writen and oral citcalrefection
technigues fo Improve communication
Knowieage and practices.
111 Crtial refec onpersonal thoughts nd
122 crtial reflec onnteractions with
others, including nteractons that ake place:
facet0face and onin.
113 Use selfanalysis andrefecion to examine
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personsl communicaion sylesand the
atudes, beliets, and valoes that under them.
114 crtcaly refect onseected concepts,

[ ——

of successtul oo strategis.
121 Develop 2 personalsrategy forthe b
seareh.

theories,or methodlogies. 122 Understand the components of an
115 crtaly eflect on etica, poitical,or eftectve resume.
socil contexts. 123 selctand package information for the fob
120 Optonal - Demonstrate an nderstanaing search.

GENERAL EDUCATION
“This i not 3 Ganeral Education courze.

PROGRAM OUTCOMES

"This cours contibutes o the falawing Minity of Goleges 3nd Unersies 3pproved program learing
outcomes L0}

‘Benavoura Science Technician
3 Adher o federal,provincial,and profesional poliies and regulations associated with Applied Sehaviour
analyss (30a).

‘Benavowra Science Technology

2. Desig,implement and evaluate therapeutic nterventons fo ndiiduals and/or g7oups, based on prinipes
of earning and behaviour thrapy, current esearch and evidence based practice.

Biotechnology Technician

9.Prepare mainain and communicate scientic data efectivel.

10. Develop and present a trategi planfor angoingpersonal and pofessonal development toenhance work
performance.

Botechnology Technologist:

5. Prepare, anaiye, interpret, maintan and communicate scientfc ata effecively.

10. Develop and present a trategi planfo angoingpersonal and pofessonal development toenhance work
performance.

‘Bulang Constructon Tecanican

1 Develop and use strategies forongoing profesional development o remain currentwit industry changes,
enhance wrk performance and xplorecaree opportunices.

Business Fundamentais

3.Use crrent technologies t support an oganizaio's business nicathvs.

. Apply basc research sl to support business decision making.

5. Descrbe marketing snd sl concepts used o upprt the operationsof an rganiztion.

2.Outin the functiona reas of 3 business and theirnter-relstionships.

Business- Accounting

5. anayze organization!sructures, the nerdapendence of functonal area, and the mpact those
rlatonshipscanhave on financilperformance.

5. analyze, within 2 Canadian context, the impactofeconomic variabls, egsiation, ethcs, technological
‘advances and the environment on an orgaizations operations.

3. contribute to recuringdecisionmaking by 3pping fundamental financial management concepts
‘Carpentry ana Renovation Tectniques

. dentiy and use strategies o enhance work performance and continued earing o keep pace withndustry





image5.png
[E— [ ——

changes.
‘Communty Justce Services

. commnicate n 2 manner consistentwith professionsletics and practce, and 3 respect fo sl ohers,
and relevant aw, poies and egiation.

. collct information, observe, monior ecord an asses clien behaviour accurately in complance with egal
and organizationsi requirements.

5. develop and maintain posiive workin relatonsips with colieagues, superisors and ommuniy justice
Stakeholders tomaintan  productiv, rofesional and safe working emronment.

Denta Hygene

. practseina professonal and competent manner witinthe dfined scope of pactice and consistent with
current reguiations and standards of practce.

8 analyze oral it sues n e of dvocacy, identiy networks and promote acions thatwilsuppert
change and faciateacces o care.

5. establishand malntan professionaland nerprofessions eatonships which contribute o clent care safety
and posive halthcae outcomes.

7. facitate the development of pecicoral healt attudes, nowledge, sils and behavious incients by
seecting an utiingprinciples of teaching and earming.

Enterprise Analysis and Research

2.Utlize current technologies to manpuiate datasts, corrlats nformaion and communicateresls i oder
0 support strategc decisions.

3 Prepare and present complex materalsvsually, verbal, in writingand digitally fo  variety of audiences,
purposes and evesof detal using specialized software.

7 Examine enterpise practiesto determine oppertunitie fo proces optimizaton.

Graphic Design

5. Communicat deas,design conceptsand opinionsciearly snd persussveyto athers.

Imaigenous Weliness and Aodictons Preventon

. idencty and demonstrate th useofvaious assesment techniques 25t pertans o adictions counseling
0 dentiy cient ssues and needs ina helpingrelatonshi,including physolgical nd psychological efects on
the human body and weiess

5. demansrateprofesiona thicsand ntegriy and the appropriste us of nter professionsl education sils.
. apply basicpincipes, concepts and skl of group work and discussesconsiderations for group work within
2 First ations context.

‘Mechanical Techniques- Plumbing

. Completeal work in complance with curentegisiaton,sandards, regulaions and gudelines

2. Contrbutetothe appication of quality controlan qualt assurance procedures o meet organzational
Standards and requirements.

"Mental Heallh and AGdicton Worker

3. Apply efective oral and written commuricaion skl to enhance the quay of sevces.

"Motve Power Fundamentass- Motorcycie and Sport Venicie Repalt

12 Apply busines practices and communication skl t mprove customer sevice.
"Motve Power Technician

1. 3pply busines practics,project mansgement ki, and commuricaton it improve customer
‘Personal Support Worker

1. Work withinthe perzonal support worke ol n commurity,rtirement homes,long-term cae homes
andorhospital care setings i accordance withal appiabl egisation and employer’ job descrption,
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polce, procedures and guideines.
2. Actresponsiby and be sccountabl for own actions whi recognising te boundares of knowdge and
il witin the personsl support worker roletha requirecolaboration wth the cient,famies, supervisors
adorother members o the ntrprofessional care/sevice team.

3. Paricipate s 3 member o the nterprofessiona caresevice team and mantai collaboative working
rlationship inthe provsion of supportiv cae n communy, retirement homes,lon-term cae homes
and/or hosptal care sttings.

. provide client-cented and cien.directa car tht i bsed on ethiclprincipes, ensitv to iverse cient
and famil valus,beifs and needs,and which fllows thedircton of the planof cae/senice lan.

5. Etabls and malntain helping relaionships with cliets ad thl famiie reflecting open communicaton,
profesional boundrie, mployer's poliesand adhering o confidentislty and privacylgistion.

5 1denty relevant lient information using basic asessment and commnicationsils and report and.
document fidings i accordnce with the requirements of emplayer polcie and procedures and all pplcabie
legisaton.

7. promote and maintin 3 afe 3 comfortable nvironment forcents, thei familes, e and athers
ncluing th implementationof nfection preventon and conrol measures and emergency s id
procedures tha arein keeping with the plan of care/sevic plan, employer policies and procedure, and 3l
appicabe legiaton

. Asist clents acossthe fespan wth outin acivies ofdalyving by appling bsic knowldge of growth
and development, common alerations n functoning, disease prevention, heakth promotion and maintenance,
rehabiitation snd restrative car.

9. asit clents with medication i keeping with th directionofthepan o care/sevice plan and under the
iection and monitoring o regulted heath rofesional o mst accountabl person and i accordance
with 3l appicabl egisaton and employer’ polices.

10, Assis with household management asks and instrumental activites of dallyIing insccordance with the
planofcae/seniceplan and considering the prferences, comfort and saety of cliens, amiles and
sgnifcantothers.

11 Assist clents who are caring or dpendent indiiduas consideringclent an famiy choics,professonal
boundariesand the diretion o the lan of care/service plan.

12 entity and reort stuationsof neglct and potencial, allged o witnessed/actua incidents of abuse, and
respond n accrdance with al appiabl egsaton and employe’ polces and procedures.

13 Assist i the provision f cuturally relevant palative and end-o e care t clients experencig fe
hreateing lines and tothelr famiies and signficant thers, from diagnosis trough death and bereavement,
and i accordance with cientschoices and the lanof cae/senice plan.

1. se dentified 3pprosches and bestpractiesto support posiie an safe behaviour n clets xperiencing
cogaiive impairmen, mental health challenges andor responsive behaviours.

"Resplatory Therapy

3. Etabls and malntan therapeutic rltionships and commanicate in 3 culurally sensitive manner with
iverse patientsclients and thei famile o suppert cardi-respratory* halth.

5. Complete writtn and slectronic documentation of patient/cient* cae to meet legal,organzationaland
professiona requirements.

1. Engage inreiective practice” and angeing profesional development activies to maintain and enhance
competence inthe feld of respiatory theapy.

‘Social Servce Worker

. develop respectul and collsborative prfessional and nterpersonal rlatonsips that dhere to
profesiona, el and etica standards aigned tosocial service work.
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2 record nformation accuratly and communicate effecivey in write, diga, verbaland non-verbal ways,
n adherence to privacyand freedom ofnformation egislatin, i accordance with professionaland workplace
standards.

5. developsratgies and approaches that suppert individual clent, groups, amiles and communites i
buidingthe capacy or slf-advocacy,whil affming thi dignity and self-woth.

‘Social Service WOrker- Gerontology

2 record nformation accuratly and communicate efecively inwrite, diga, verbal and non-verbal ways,
n adherence to privacyand freedom ofnformation egislatin, i accordance with professionaland workplace
standards.

Trades fundamentals

5. use compte systems and manage lecronic nformation and communicatons 3t 3 leve required by
ndusry.

ESSENTIAL EMPLOYABILITY SKILLS OUTCOMES
"his course contributes 0 the folwing Minisry of Colieges and Universies pproved sssential
mployabify skl (£E5) utcomes:
. Communicatecearl, concisey,and correctly i the writen, spoken, and visual form that s the.
purpose and meets the needsofthe audience.

Respond towriten, spoken, or visual mesages i a manner that ensures efecive communicaton.
‘apply 3 systematic approach 0 solve problems.
use 3 variey of thinking sils o anticipse and e problems.
Locate,seec,organice, and document nformtion using ppropriate technology and nformation systems.
anaiyse, evaluate, an apply rlevant information rom varity of sources.
‘Show respect forthe diverse opnions,values,beief sstems, an contrbutions of others.
Interact with thers i goups o teams n ways that contribute to efective workingrelationsips and the
achievement f gosls.
10, anage th useoftim and athe resources t compete projects.
1. Take responsiviity or ne's own actions, decsions, and onsequences.

EXTERNAL COURSE ACCREDITATIONS AND CONDITIONS
Ther a1 oo external ccreditaions or conditons dentified for this course.

COURSE EVALUATION
‘atuaton tem
assignments

auizes

iwi

COURSE PASS GRADE
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GRADING SYSTEM

B sowmox  se 77 Gn e 0 05w s-swscoy

& sam  m 77K G ek B 0%  I-incomplte

PO S ey - Repeat course,
Incloded n GPA.
Fs- Failure supplementsl
8. nepeat course,
Sciuada rom 6o

*For 3 complete chart o grades and descrptons, pleaseseethe Grading Polcy

LEARNING RESOURCES

o texthooks have been identifd orthis course.

ddiional Leaming Resources:

Allresource are provided nthe course.

Pleas see the Campus BOOIIOND toveity the curren exthook costs and your o pago for addiconl
program fees andor earing material requirements (se¢ the “Tuton Fees* and What ou Need" ectons).

Resource lsted on the course outinesupport he achievementofearing outcomes, and may be used

hroughout the coursetovarying degrees depending on the nstrucor’s teaching methodelogy and the nature
ofthe rezource.

echnology requirements - itps:/fwwn canadorecollge ca/BYoD

The Haris Learing ibrary's safcan help you fnd resources o support your earning - warw ecbrary <2

LEARNING ACTIVITIES

-cass actities snd aseszments
Small ndiarge group dscusions

Team and indvidualwriting assgnments
Clas presentatons (optonal,

DELIVERY MODE

This coursemay b delivered,in whle o inpart in 2 number ofmodales, inclucing n-erson, Remote
(nchronous and/or asynchronous),hybrid, o Hyfle, a5 per accreditation nd/orregultory standards where
approprist. Thi information s dentiied on th course schedul (student and facuy).
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RECORDING GUIDELINES
This lass may berecorded by faculy f the Collge. Facuity wilinform students when recordingof the ass
Commences and ceass. ‘Recorded means that the ucio-isu nd chat portion of th s will b recorded
and then b sored on the Callee orvendor povider sever They il be made avaibleto students, but only.
for the expres an sole us of those registerad i hi course. I you have any quesons o concern 3bout ths
recording,please contact your instructoror th Collge’s rvacyofficer 3t privacy ffcer@canadorecoliegeca.
Full rcording guidelines canbe found at eps://cd agitycms.com/canadore-college/academic-centre-of-
excelience/Canadore3i20Recording320Gudelines paf

ACADEMIC POLICIES

‘Canadore Calege s committed o the higheststandards ofacademic ntegrty, and expects sudents o adhere
10 thesestandards 25 part of the larning proces inal environments. The Cllee’s Academic ntegrity policy
Secks t0 ensure thatal stucdents understand tei rights and responsibiles n upholding academic ntegiy

and that tudntsreceive an sccurte and i 33e5sment f thelr work Ples review the Academic Integriy
polcy (3-18) and ather academic policie found on ur websie:

et canadorecollge ca/about/police.

COLLEGE POLICIES
 protecing humman ights insupport f a respectul cllege commurity

For collegepolicies pleasesee: htp/ /. canadorecollege ca/about-s/college polices.

Accessiviity Learning Services for Students with Disabilfies - Student Success Services

Student Succes Serviesprovides comprehensie support o students. We aim t0 ensure that al students
have equal acces o educationsl opportunities and can succeed i thei academic ourney. Our sances focus
on reducing snd simintingbarrirs relstd to sduction through ndviduaiied sccommodations nd
Suppor. I you ae »sudent with 3 disabity, we encourage you o regiter with Accessile Lesrming by
complting the Student success— Acessbl Learing Seices Form (heps/canadorecollge-
accommodatesymplcy com/pubii._ccommodation/).

For mor detaed information abot th sevices ffered, pleae i our webpage: Student Success ervces -
(vtps: e canadorecoliege.ca/supportstudent.success.senvies). o connect wth student Sucess
Senvces mai stdentsuccessnow @ canadorecoliege a o al 705.474.7600 ext 5205.

FIRST PEOPLES' CENTRE:
A culturally safe environment offeing CONFIDENTIA student focused servies,drop i o make an
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appointment t sccess:

« oneonone counseling
« elderinresidence program

« peertutoring

« peermentorship

= Lunch & earn workshops on study ks, sef-cae, e skls
“ Learning Resource centre

rop by our offces st C254 Calege Drive, W03 Commerc Court or cal 705 474 7600 Ext. 5961 Caleg Drive
75647 commerce coure.

et canadorcollge.ca/experence ndigenos student experience

WAIVER OF RESPONSIBILITY.
Every attemptis made to ensurethe accuracy ofthis nformation a5 ofth dateof publication. Th calege
reserves the right o modify, change, add, ordelete content.

HISTORICAL COURSE OUTLINES

Students us course outinest support therearning. Students ar responsible fo reaining course outines.
for futureusein appicatonsfo ranser ofcredit 0 other educatona nsttutions.
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