	Contra Costa College


	Course Outline


	Department & Number
	ADJUS 125
	Number of Weeks
	18

	Course Title
	 Report Preparation 
	Lecture Hours By Term
	54

	Prerequisite
	ADJUS 121
	Lab Hours By Term
	

	Challenge Policy                    
	Instructor proctored exam
	*Hours By Arrangement
	

	Co-requisite
	ADJUS 121
	Units 
	3

	Challenge Policy                    
	Instructor proctored exam
	
	

	Advisory
	 


	*HOURS BY ARRANGEMENT: 
	0
	Hours per term. 

	           ACTIVITIES: (Please provide a list of the activities students will perform in order to satisfy the HBA requirement):

	


	COURSE/CATALOG DESCRIPTION

	This course will cover the techniques associated with communicating facts, information and ideas in an effective, simple, clear, and logical manner. These techniques will be applied to the various types of reports, letters, and memoranda used in the criminal justice system, which includes law enforcement and corrections. There will be an emphasis on criminal justice technology, the proper use of English, organization of information and practical application of note taking, report writing and the presentation of testimony in court.


	COURSE OBJECTIVES:

	At the completion of the course the student will be able to:


	Analyze the potential uses of written products in the job setting of the Corrections/criminal justice system.

	Write clearly, concisely, accurately, objectively, and logically using correct grammatical structure and appropriate language/vocabulary applied to a variety of writing assignments.

	Organize and develop a cohesive written report synthesizing several sources, defining problems, and formulating conclusions.

	Demonstrate the basic steps of interviewing using non-verbal observation and communication, and write satisfactory report based on an interview.

	Accurately write an objective report based on the student’s observation and listening skills.

	Demonstrate the ability to synthesize a situation and break crimes into reportable elements.


STUDENT LEARNING OUTCOMES:
	Analyze, Synthesize, Categorize Crime Information.

	Students will demonstrate their ability to communicate in writing.

	Be able to understand Administration of Justice terminology.


  COURSE CONTENT (Lecture): 
	Introduction to Investigative Report Writing

	Field Note Taking

	Fundamental Content Elements of Investigative Reports

	Investigative Report Writing Mechanics


  COURSE CONTENT (Lab): 
	

	METHODS OF INSTRUCTION:

	Lecture (Live) and online

	Field Exercises

	Demonstrations

	Discussions

	Guest Speakers and Field Trips

	Group Work


	INSTRUCTIONAL MATERIALS:


NOTE: To be UC/CSU transferable, the text must be dated within the last 7 years OR a statement of justification for a text beyond the last 7 years must be included. 

	Textbook Title:
	“Report Writing for Criminal Justice Professionals”

	Author:
	Joseph N. Davis & Rick Vander Kam

	Publisher:
	LawTech Publishing

	Edition/Date:
	2013

	Textbook Reading Level:
	12

	Justification Statement:
	


OUTSIDE OF CLASS WEEKLY ASSIGNMENTS:

Title 5, section 55002.5 establishes that a range of 48 -54hours of lecture, study, or lab work is required for one unit of credit. For each hour of lecture, students should be required to spend an additional two hours of study outside of class to earn one unit of credit. 

· State mandates that sample assignments must be included on the Course Outline of Record.

	       Outside of Class Weekly Assignments
	Hours per week


	Weekly Reading Assignments (Include detailed assignment below, if applicable)
	3


	Read and study one chapter per week and complete a report, in class with regard to the information obtained.


	Weekly Writing Assignments (Include detailed assignment below, if applicable)
	2


	Prepare weekly case studies as a result of each weeks tactical instruction


	Weekly Math Problems (Include detailed assignment below, if applicable)
	


	


	Lab or Software Application Assignments (Include detailed assignment below, if applicable)
	


	


	Other Performance Assignments (Include detailed assignment below, if applicable)
	1


	Prepare for field exercises by reviewing class notes from the previous weeks lecture.


 STUDENT EVALUATION: (Show percentage breakdown for evaluation instruments)
	25
	%
	In class exercises

	25
	%
	Quizzes

	25
	%
	Exams

	25
	%
	Writing Assignments


	  GRADING POLICY: (Choose LG, P/NP, or SC)

	 x
	Letter Grade
	
	Pass / No Pass
	
	Student Choice

	90% - 100% = A 
	70% and above = Pass
	90% - 100% = A

	80% -   89% = B      
	Below 70% = No Pass                                   
	80% -   89% = B

	70%  -  79% = C     
	
	70%  -  79% = C

	60%  -  69% = D    
	
	60%  -  69% = D

	Below   60% = F  
	
	Below   60% = F

	or

	70% and above = Pass

	Below 70% = No Pass

	Prepared by:
	K Martin, R. Ramos


	Date: 
	1/13/14
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