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MISSION COLLEGE ARTICULATION AGREEMENT  


OVERVIEW AND BENEFITS

This Articulation Agreement is between MISSION COLLEGE and Mountain-View Los Altos Adult School /District-ROP.  It affirms the commitment that each has with respect to program articulation.

Mission College and Mountain-View Los Altos Adult School High School/District-ROP staff, representing their respective educational programs, have met, analyzed, and compared the content and exit competencies of their course of instruction.  They have agreed that the Mountain-View Los Altos Adult School/District-ROP class MS Word 2007  articulates with Mission College’s curriculum.  

The attached Articulation Agreement shall be placed into effect on this date.  This agreement will remain in effect until June 2012.  Starting in the Fall of 2011, appropriate instructional and administrative staff must communicate to review and update this agreement.

Benefits to the Students:

· Provides incentives for students to continue their education.

· Allows students to receive college credit and/or advanced placement through effort and achievement at the secondary schools, reducing duplication of effort and time, thus lowering costs.
· Provides students with assessment, placement, orientation and counseling services to ease the transition from secondary school to the college.

· Enhances job opportunities by helping students quickly acquire specific marketable job skills.

Benefits to Secondary Schools/Mission College:

· Supports matriculation by preparing students for an identified Program of Study/Career Pathways.

· Goal oriented, better prepared students increases retention.

· Provides the opportunity for the college to focus on higher-end courses within the Program of Study/Career Pathways.

Benefit to the Community and Industry:

· Tech Prep program allows industry and community opportunities for direct input into the curriculum.

· Tech Prep consortia improves communication with other educational entities and prospective employers.

· Provides employees with relevant competencies for career applications.

Benefits to Faculty:

· Secondary school instructors gain first-hand information about community college programs and services.

· Community college faculty gain information about secondary school programs and capabilities.

· Helps faculty understand how their courses fit into the overall Program of Study/Career Pathway.

· Connects faculty to their role as economic and workforce development leaders and stewards within their community, assisting them to counsel students in Programs of Study/Career Pathways.
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ARTICULATION AGREEMENT  
COURSE OVERVIEW PAGE
MISSION COLLEGE

Articulation Form

School Year:  2011-12
	College
	Mission College
	High School District/ ROP

	_ Mountain-View Los Altos Adult School

	Course Name/#
	CA31B MICROSOFT 

WORD: CHECK IT 

OUT!! 
	Course Name/#

	MS Word 2007

	Program

	COMPUTER 

APPLICATIONS 
	Program

	CTE

	Units

	1.0 
	Hours

	44

	Textbooks/ Software/Etc.
	Go! with MS Word 2007, Brief

	Textbooks/ Software/Etc.
	Microsoft Word 2007: Comprehensive by Jill Murphy, Labyrinth Learning, ISBN-13:978-1-59136-114-5


	Mission College Course Description:
	HS/ROP District Course Description

	This software program Microsoft Word will be taught in this course. Students will learn the syntax and structure of the software and basic operating procedures. Specific topics to be included are: an overview of function key commands, basic input and editing procedures, file handling, printout features, file management, and basic document formatting including letters, memos, and reports
	MS Word 2007 is a course that provides a general survey of the various features of WORD 2007. Students are introduced to the Word application and the new Ribbon interface.  Topics introduced include working with text (basic input and editing procedures), file handling, basic document formatting, using proofreading tools, creating bulleted and numbered lists, using Mail Merge, and more.  Students work with tables, newsletter columns, WordArt and clip art, document themes, styles, picture editing, footnotes and endnotes, templates, and more.  




ARTICULATION AGREEMENT
COURSE COMPARISON PAGE
School: _ Mountain-View Los Altos Adult School

     Course:  MS Word 2007 ____
	Mission College Course Content
	High School District Course Content

	A. Defaults of Word. Editing of documents 
	1. Working with word basics – editing, formatting, file handling procedures

	B. Formatting of characters, file handling 

       procedures 
	2. Creating and editing business letters – changing fonts, page formatting and layout

	C. Changing of fonts, page formatting and 

       layout 
	3. Creating a memorandum and a press release – spelling features

	D. Hyphenation and spelling 
	4. Creating a simple report – column features

	E. Column feature, footnotes, calculation 
	5. Using Mail Merge

	F. Writing Assignments: 
    Students will learn functions to apply a 

    microcomputer software package to 

    produce business documents using correct 

    formatting, editing, and proofreading. 

   Students will create business reports, 

    memos, letters, etc. Approximately eight 

    documents will be prepared by each 

   student. Some assignments will be written 

     by the student. 
	6. Working with Tables

	G. Outside Assignments 

    The student will read a minimum of 20 

    pages of text each week. Students will have 

    to write business memos and letters outside 

   of class that will be formatted during the 

   class time. 
	7. Creating a newsletter

	
	8. Creating an employee policy manual

	
	9. Creating a promotional brochure

	
	10. Creating a research paper

	
	11. 

	
	12. 

	
	13. 

	
	14. 

	
	15. 

	
	16. 

	
	17. 

	
	18. 

	
	19. 

	
	20. 


ARTICULATION AGREEMENT
COURSE COMPARISON PAGE
School: __ Mountain-View Los Altos Adult School

     Course:  __ MS Word 2007 ____
	Mission College Course Student Learning Outcomes
	H.S. District/ROP Course Student Learning Outcomes

	A. Identify keyboard, cursor keys, function 

      keys, and name parts of the computer 
	1. Work with the Microsoft Word 2007 Ribbon interface

	B. Apply word processing software to create, 

      save, and print documents 
	2. Use the Quick Access toolbar and the Mini toolbar

	C.  Apply correct editing and revision 

      techniques and select quick cursor locations 

      to accomplish text editing 
	3. Open and close documents

	D. Control page layouts placing margin 

      settings, tabs, indents, line spacing, 

      centering, pagination, and page numbering 
	4. Navigate in a document

	E. Practice editing, revising, and rearranging 

     copy using the basic menu and command 

     key commands to insert, delete, move, copy 

    search, replace, hyphenate, and spell 
	5. Use Word Help

	F. Manage files by naming, renaming, 

      copying and deleting 
	6. Type a professional business letter

	G. Create documents using column feature 
	7. Save a document

	
	8. Select and edit text

	
	9. Use the AutoCorrect feature

	
	10. Copy and move text 

	
	11. Print a document

	
	12. Insert dates and symbols 

	
	13. Insert and delete page breaks

	
	14. Use character formatting 

	
	15. Work with Find and Replace

	
	16. Create appropriate report formats

	
	17. use paragraph alignment settings

	
	18. Set custom tab stops

	
	19. Use bullets and numbering 

	
	20. Apply borders and shading 

	
	21. Insert page numbers

	
	22. Work with the Mailings tab on the Ribbon

	
	23. Work with data sources

	
	24. Create main documents

	
	25. Conduct a mail merge

	
	26. Work with merge problems

	
	27. Generate envelopes and mailing labels with Mail Merge

	
	28. Insert a table in a document 

	
	29. Sort table data

	
	30. Insert columns and rows in an existing table

	
	31. Format table data

	
	32. Merge cells

	
	33. Perform calculations in table 

	
	34. Apply built-in table styles

	
	35. Insert section breaks in documents

	
	36. Use WordArt and clip art

	
	37. Insert a file in a document

	
	38. Create and manipulate newsletter-style columns

	
	39. Use building blocks

	
	40. Apply themes

	
	41. Format documents with styles

	
	42. Create custom styles

	
	43. Modify styles

	
	44. Control document margins

	
	45. Use helpful techniques for navigating and viewing documents

	
	46. Change page orientation and size

	
	47. Use Shapes to add graphic interest

	
	48. Insert and edit pictures

	
	49. Work with SmartArt graphics

	
	50. Add page borders and background page color

	
	51. Insert footnotes and endnotes in a research paper

	
	52. Add headers and footers to documents 

	
	53. Place captions on figures

	
	54. Generate a table of figures 

	
	55. Create templates


ARTICULATION AGREEMENT
MEASUREMENT PAGE
School: __ Mountain-View Los Altos Adult School

     Course:  __ MS Word 2007 __________
	Measurement Method (industry certification or licensure)
	Measurement Method (industry certification or licensure)

	A. Students will be given weekly assignments 

    using the software features presented that 

    week. Students will also be evaluated with 

    a final test containing a rough draft 

    problem that they will have to create and 

    format.
	1. Students will be evaluated from weekly assignments.

	A. 
	2. Written and production test will be administered.

	B. 
	3. Students will create and deliver a presentation for final project.

	C. 
	4. Proficiency level determined by E-lab web-based assessment tool.

	D. 
	5. 


Credit for the course listed will be granted if the following criteria are met:

X   Stipulated grade of B or better
X   Credit-by-Examination administered by ( x) Secondary School   (   ) Mission College

 FORMCHECKBOX 
 Demonstration/Portfolio

 FORMCHECKBOX 
 Certification of specific competencies

 FORMCHECKBOX 
 Other ____________________________________________
Statewide Career Pathways associated with this articulation agreement:

Information Technology 
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2011 - 2012 ARTICULATION AGREEMENT SIGNATURE PAGE

College Instructor High School Teacher
LY
Signature: _\3 0 ub/\ Signature: %ﬂmdw

Typename: 40 QO\Jen TypeName: Brenda Harris

Date: i/&/L Date: 03 24 /11

Phone: H&/ﬁ/@“\) Phone: 650 940 6026

Email: ‘5;;\;.; ,g\ﬁ\%@in e Ln €00 Email: _brenda.harris@mvla.net

College Department Faculty Chair High School Principal/Designee .

Signature: Signature:

Type Name: DWe O 9 5\&\’\ Type Name: __Laura Stefanski

pate: 1/0/\) Date: 03 /24/11

Phone: &/ﬂ/ 93N Phone: 650 /940/6025

Email: S\\L\Q_ B ég\&\k B WIN -(’()3 Email: laura.stefanski@mvla.net

College Instructional Dean/Designee High School Assistant Superintendent of
Instruction/Designee

Signature: M mgj_u, ( %) Signature: @Qg@ P e é

Type Name: DANN X N FUYEN Type Name: Brigitte Sarraf

pae: 4 /% 10 Date: 03/22 7 2011

Pnone: 408,865, 641 F Phong: 650 /940 A€S4

Bmail: danﬂ‘ys nﬁujm @ (UUM'eJu Email: brigitte.sarraf@mla.net

Please Attach Official Mission College/HS-ROP Course Outlines/Syllabi
And Any Other Pertinent Documentation

V.2 3/24/2011 A

a3/089




