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ENG 232.I1: Technical and Business Writing (Fall 2015)
Instructor: 	Dr. Bob Barringer
E-mail: 	barringbobbyd@jccmi.edu


Important: All communication among students and between students and instructor will take place on the course website and via JC email.  You must use your JC email account for this course.  You must check your JC account daily as a requirement of this course.  Failing to check the account will not be a legitimate excuse for missed assignments, late work, or missed changes to procedures or schedules.  

You must attend the course three time per week.  In this online course, your attendance is recorded when you interact with the course materials, submit an assignment, send an email to the instructor, participate in the discussion forum, etc.  Just logging on will not be enough to qualify as attendance.  Because of discussion forum requirements, particularly, you should space these attendances so that one is early in the week, one is around the middle of the week, and one is at the end.  You cannot succeed working only on the weekends, for instance, but you can attend anytime, day or night.  By its very nature, some work simply cannot be made up, and missing the work, even when missing is unavoidable, will adversely affect your grade.

 If you are planning a period of time when you will be away from computer access or a period of time when you will be unable to attend to the requirements of this course, this course may not be the course for you at this time.  Discussion assignments and group work cannot be made up and must be completed within the time frame shown in the assignment instructions.  Plan to spend at least 12 hours per week every week on this course.

You are responsible for all information in this syllabus.  The syllabus is a roadmap for the course, containing much of the information you will need to reach your goals for the course. Your first reading assignment is the syllabus.  Read the syllabus thoroughly and consult it often.  This syllabus will contain many words and phrases that will be new to you.  In some cases, the words and phrases will be defined in this syllabus.  In other cases, they will be defined when we need to use them later on.  If you have any questions, do not hesitate to ask.  In an online course, the instructor’s main function is answering (or trying to answer) questions.
CATALOG DESCRIPTION (Prerequisite: ENG 232):
Technical & Business Writing is a 3-credit course designed to provide practice in a variety of written and oral communications to meet the requirements of the workplace. Projects may include descriptions, instructions, resumes, proposals, feasibility and other reports. 

ASSOCIATE DEGREE OUTCOMES (ADOs) and COURSE OBJECTIVES:
ENG 232 course goals and objectives incorporate specific Associate Degree Outcomes (ADOs) established by the JC Board of Trustees, administration, and faculty.  These goals are in concert with four-year colleges and universities and reflect input from the professional communities we serve.  ADOs guarantee students achieve goals necessary for graduation credit, transferability, and professional skills needed in many certification programs.  The ADOs addressed in this course are:

Writing clearly, concisely, and intelligibly -- ADO #1 (proficient level)
Class discussions, activities and practice will focus on:
	Refining the writing and peer responding processes

Writing with attention to purpose and audience
Composing meaningful documents
Organizing, developing, and supporting ideas
Connecting prior knowledge and new information
Integrating sources with proper documentation
Employing proper grammar, mechanics and format, with attention to word choice, tone and style.

Thinking critically -- ADO #7 (proficient level)
Class discussions, activities and practice will focus on:
	Proposing creative topics and posing challenging questions for writing

Employing tactful and diplomatic language
Choosing appropriate visual images and graphics
Evaluating evidence and assumptions
Understanding conclusions, implications and consequences
Solving problems


REQUIRED TEXTBOOK:
Technical Communication: A Practical Approach, 8th Edition by William S. Pfeiffer and Kay
E. Adkins. ISBN-13: 978-0-13-278578-5

I will assume you have the book from the first day of class.  No substitutions accepted for the textbook, in either title or edition.  The cost of the textbook is part of the cost of the course.  There are no exceptions.  You must have access to the textbook to get to assignments.  The assignments are generally long and complex and require the textbook for context.  The assignments section of each chapter begins with general instructions for all chapter assignments in addition to the instructions for the specific assignments.  Do not try to “wing it” by reading the assignment in someone else’s book to avoid buying the book.  You will likely leave out important parts, and, consequently, your grade will suffer.  I will not email assignments if you don’t have the textbook.  You are responsible for having access to the textbook from the first day of class until the last day of class. 

A note on word processors and file types:  MS Word is available on all JC computers.  Using MS Word will make your life easier.  For peer review and to assure readability, we will use the generic document type, Rich Text Format, for all documents.  Regardless of which word processing software you use, you must submit all documents, particularly to the Peer Review Forums, in Rich Text Format, designated by the tag “.rtf” at the end of the file name.  Assignments have not been submitted until they are in the proper file type and readable by reviewers and instructor.  Making sure your documents are in the correct file type is your responsibility. You must use the “Save As” function in your word processor to make sure your documents are in Rich Text Format.  Simply renaming the document and changing the tag from .doc or .wpd to .rtf will make your documents unreadable.  Please make backup copies of all assignments to avoid problems with misplaced assignments. You are responsible for having a backup copy of each assignment.
 
If you have questions about file type conversion or any other technical issue, contact the Jackson College Solution Center.

Communication:  In an attempt to assure equal access to materials and services, including those provided by the instructor, all communication among students and between students and instructor will take place on the course website and via JC email.  Because we may be spread out geographically (the very definition of distance education), there can be no face to face meetings.  Except in the event of a dire emergency, there can be no phone calls. A late paper or an absence from class, even a very late paper or an extended absence, does not constitute an emergency.  Class policies for both of these events appear in this document.  There are no exceptions to the policy, so there is no emergency.  I do not give out my home phone number, and I do not regularly travel to any JC campus.  For the same reason of equal access assurance, you must use your JC email account for this course.  You must check this account daily.  Within these limitations, I encourage frequent and regular communication via the approved media.  The fringe benefit is that any writing, even in email or discussion forums, is good practice.   Problems of a technical nature must be reported to the JC Solution Center.  I will rarely be of any help with technical problems.

COURSE REQUIREMENTS:

Process:
Letters Draft						10%
Instructions Draft					10%
Memos Draft						10%
Proposal Draft						10%
Resume and Cover Letter Draft		  	10%

Product:
Portfolio of Revisions   				30%

Participation:
Effective attendance and forum participation		20%

Process grades are largely based on effort and promptness.  If you give good effort and adhere to deadlines and assignment instructions by turning in complete drafts on time and fully participating in the peer review, you can expect your process (draft) grades to be quite high even if the writing struggles in some area or another.  Since effort weighs heavily in the process phase, the product grade will largely reflect the finished product alone.  Do not be misled by the high draft grades into thinking you have no work remaining in revision.  Your draft grade will include what I call a “Portfolio Potential Grade” to give you some idea of where the product might stand with some minimal revision.

You must revise your drafts for the portfolio of revisions due at the end of the course.  Because the portfolio contains only revisions, the class (including the instructor) must have seen anything in the portfolio.  All drafts must go through the review (peer and instructor) process.  You receive no credit for anything that shows up for the first time in the portfolio.  

A revision is more than just a re-typing of errors I (or one of your peer group members) mark.  To “re-vise” is to “re-see.”  You should include corrections with which you agree and can confirm to be accurate, but you must go beyond a simple re-typing of marked errors.  I will often offer extensive requests for re-organization, editing, and additions.  You should expect to spend a considerable amount of time on revisions, often more time than you spend on the original drafts.

Grammar, punctuation, and other mechanical concerns are just as important (perhaps more important) in technical writing as they are in any other writing purpose.  Because this is an advanced writing course, we will not spend much time on instruction in these matters, but errors in these areas will adversely affect your grade.  The writer is responsible for correcting the errors and for seeking outside help if necessary.

Grading Scale
90-100 	4.0
85-89.5 	3.5
80-84.5 	3.0
75-79.5 	2.5
70-74.5 	2.0
65-69.5 	1.5
60-64.5 	1.0
55-59.5 	  .5
Below 59	  .0

Incompletes, in accordance with JC policy, result very rarely, only from circumstances late in the term involving students who are otherwise in good standing.  How rare?  I have taught since 1991 and have given one incomplete to a student who was in a catastrophic car accident on the way to the final exam.  Since this course doesn’t involve a final exam or automobiles, I wouldn’t plan on an incomplete.  You cannot get an incomplete simply because you stopped turning in work at some point.

Participation Reporting
At periodic intervals during the semester, student progress and participation will be reported. The following definitions of Participation/Progress Symbols will apply:
H—The student is not doing acceptable work and needs Help to be successful.
Q—The student has not participated and the instructor believes the student has unofficially withdrawn (Quit).These students will be dropped/withdrawn from the class.
V—The instructor Verifies that the student is participating and doing acceptable work.

Students may check their progress through e-Services. 

Original Work and Authentic Voice Policy 
Only writing composed and/or improved during this class within the assignment deadlines will be accepted. You must demonstrate authorship of your pieces and ideas by researching and writing in class and properly citing your sources. Research material (sources) must be presented and documented (cited) with projects. 

Academic Honesty Policy
Honesty is expected of all students. Academic honesty is the ethical behavior that includes producing your own work (in your own words) and not representing others’ ideas or work (or words) as your own, either by plagiarism, by cheating or by helping others to do so. There is a zero-tolerance policy for plagiarism. If you plagiarize material, the penalty can be a failing grade in the course. For your review, the JC Academic Honesty Policy is posted online. 

Manuscript requirements:
All work must be submitted online through the course site.  No work will be accepted via email or by any means other than via the specified module on the course website.  You must save your work as an .rtf (Rich Text Format) document, so that everyone may read it regardless of what word processor he or she is using.  Graphics-heavy documents may have to be submitted to the discussion forums without pictures or with graphics at a reduced resolution since RTF creates larger files.  All work from research must contain formal citations in MLA style.  Even early drafts should make clear in some way when material is not the writer’s original work.  

Time requirements and attendance rules: 
As noted on the distance education web-site, online courses require a special discipline and initiative on the part of the student.  You must stay on top of things.  This is an asynchronous course, which means we will not be on the site at the same time.  There are no scheduled class meetings.  We will operate in weeks, Monday – Sunday.  There are 15 weeks, with the final week ending on Friday, 12/18/15.  No work will be accepted after the last day of class, 12/18/15 at 11:55 pm.  Final grades are due shortly thereafter, so I will be poised for a quick turnaround. 

As the assignment schedule shows, deadlines for similar assignments will be on the same day of the week (and same time of day, usually 11:55 pm) during each week an assignment is due.  For instance, all major written assignment drafts are due on Mondays to give you the weekend to finish them and so that you have access to technical support—which is unavailable on weekends—if you need it to post your assignment.  You will complete your discussions, peer and regular, by Sunday nights.  First posts to regular discussions and first responses to peer review discussions are due by Wednesday nights.  Any exceptions are in the assignment schedule and will be posted in the announcements. For instance, the portfolio is due on a Friday to allow me some little time for assessment and grade calculation.  If some event creates a need for a schedule change, I will notify you via the course announcements module, which you should set up to deliver announcements to your email, if it isn’t already set up that way.  

You have to exercise your own judgment about when to do the work required for the course. You should anticipate spending as much time on this course as you would anticipate spending in a regular course “on the ground” if you added in class time to out of class time.  You will spend an average of 12 hours per week on this course.  Obviously, you would not be online during all these hours just as you would not be in class during all these hours.  As in any course, regular attendance is essential for success.  If you know of a potential conflict--academic, social or psychological--that could cause you to be unable to apply the required hours each and every week, you may want to reconsider your choice of this course at this time.

In this online course, your attendance is recorded when you interact with the course materials, submit an assignment, send an email to the instructor, participate in the discussion forum, etc.  Just logging on will not be enough to qualify as attendance.  You must “attend” this course three times per week.  Because of discussion forum requirements, particularly, you should space these attendances so that one is early in the week, one is around the middle of the week, and one is at the end.  Particularly due to the group work requirements, which are an essential component of the process-oriented structure mandated by the department, you cannot succeed working only on the weekends.  By its very nature, some work simply cannot be made up and missing the work, even when missing is unavoidable, will adversely affect your grade.

Deadline policy: 
Major written assignments will be due at 11:55 pm on the dates listed in the course calendar.  All of these dates are Mondays (except for the portfolio due on the final Friday of the term, 12/18).  You should count on computer or printer malfunction, and therefore, neither is an excuse for missing a deadline.  The final portfolio deadline is as late in the term as possible, therefore, your portfolio may not be graded at all (and will receive a zero) if it is late.  In general, assignments lose 25 points if turned in within 24 hours of deadline, 50 points if turned in within 24 to 48 hours, 75 points if turned in within 48 to 72 hours, and all points if turned in after 72 hours.  Unless an extension has been previously granted, all late work will be penalized.  All missing work will earn the grade of zero which will be part of your course average.
If you know you must be late with an assignment notify me well beforehand and send me what you have so far.   The later you wait to notify me, the smaller the chance of negotiating an extension.  The less you have to show me, the smaller the chance of negotiating an extension.  Once the deadline day arrives, the time for negotiation has passed. 

Major Written Assignments:
Even in the draft stage, while unfinished in content and development, assignments should look finished in form.  None of the drafts submitted for review should be thought of as “rough.”  Each assignment draft will earn a grade that accounts for 10% of your course grade.  This grade will not be changed upon revision of the document.  The revision receives a separate grade as part of the portfolio.  It would be a mistake, therefore, to toss off a draft, hoping to make it up on the revision.  The better and more substantial the draft, the more you will have to work with in the revision stage and the better the final grade will be.  Use 12 point, Times New Roman font, unless you have a compelling reason not to use it.  Be sure to clearly indicate material derived from research, using MLA style in final drafts.  See student handbook or the JCC website for more information on plagiarism and academic honesty.

Feedback on Drafts:
Instructor feedback on drafts will make use of the annotation or “track changes” feature of Microsoft Word.  Use the Help function in MSWord and learn how to use the Track Changes feature.  MSWord is available on all JC computers and is available to JC students for personal educational use. 

All work returned to you for revision will contain comments from me.  If you cannot see the comments on response files, let me know ASAP.  

You may use (are encouraged to use) the track changes feature, if it is available to you, when you perform peer reviews of your classmates’ papers, but you are not required to do anything other than a narrative review.

Discussions:
Discussions come in two varieties, peer-review and regular.  In a peer-review discussion, we will comment on the drafts of our group members.  In regular discussions, we will discuss a reading, a posted assignment, a posted prompt, etc.  It will be the equivalent of class discussion.  While peer review discussion participation and effectiveness is part of your grade on drafts and you will see that part separately as one of the grade components on the draft, I assess all regular discussions collectively and assign a participation grade at the end of the term, so that if you find yourself with a lot of overtime or a sick child one week and cannot do more than the minimum on the discussion forum that week, you can make it up by being super productive the next week.

Peer Review Discussions will be like a peer review group in a classroom.  Only members of your group will have access.  You will post drafts of your assignments to the peer review at the same time you send the assignments to me.  Then, you will have a week to discuss all the posted drafts from your group.  You must make your initial commentary post by Wednesday at 11:55 pm and your final post no later than Sunday at 11:55 pm.  Make sure to read and comment on all the drafts in your group.  

In a regular discussion, you must post your initial response, including the attachment and posting of any required assignment, usually by 11:55 pm, Wednesday of the week the forum is scheduled.  You then usually have until Sunday at 11:55 pm to complete the required responses.  For each regular (non-review) forum, you have the following required responses:

	Responses to the prompt or assignment.
Responses to your classmates' contributions.  You do not have to respond to every response, but make sure you respond to at least two and that you take a look at the others.  Then, you can pick and choose where you'd like to jump in. 

	Responses to those of your classmates who have responded to you. You'll want to check back to see who has responded to you and to respond back to those who have commented on your contributions. 
Remember to be professional in your postings and to treat your classmates with respect. 
Your contributions to the forum should be substantial contributions--simply saying, "I agree" or "I disagree" or any paraphrase of these comments is insufficient. 
	You'll want to deal with the material and the ideas it presents in a meaningful way.   

You'll want to extend the scope of the original question and your classmates' responses.
You'll want to ask some questions of your own. 
You'll want to participate frequently, actively, and thoroughly.  "Come early and come often" is the rule to follow. 
Please use email to ask me questions or to comment on subjects unrelated to the topic of the discussion forum.  I may not see the forums on a daily basis, but I check email several times a day.

ASSIGNMENT SCHEDULE:

Complete the readings or written assignments before attempting any assignments or discussions that assume the reading.  Reading assignments are scheduled to prepare you for the written assignments that follow.  These are the major written assignments only.  I will assign other activities, including grammar and punctuation review, during the course of the term. Other revisions to the syllabus and schedule may be necessary. Chapters are in your required textbook.  Assignments are color-coded in the schedule: Readings, Written Assignments, Discussions.




Week
Assignment
Due
Week 1

9/08 –
9/13
Read Syllabus, Technical Style Handout, and Chapters 1 and 17

Reading, Writing and Goals Assignment and Discussion:
Post paragraphs to discussion forum
	Respond to two classmates’ paragraphs





11:55pm, 09/10 Thu
11:55pm, 09/13 Sun
Week 2

9/14 –
9/20
Read Chapters 2 and 4

Plagiarism Discussion:
Initial post/response to prompt 
	Respond to two classmates’ posts
	Forum closes, comments finished



11:55pm, 09/16 Wed
11:55pm, 09/18 Fri
11:55pm, 09/20 Sun
Week 3

9/21 –
9/27
Read Chapters 5 and 6

Writing Analysis Discussion:
Initial post/response to prompt 
	Respond to two classmates’ posts
	Forum closes, comments finished



11:55pm, 09/23 Wed
11:55pm, 09/25 Fri 
11:55pm, 09/27 Sun
Week 4

9/28 –
10/4
Letters

Read Chapter 3

Peer Review Discussion for Letters:
Post your draft to the forum
	First comment on group members’ drafts
	Comments finished
11:55pm, 09/28 Mon




11:55pm, 09/28 Mon
11:55pm, 09/30 Wed
11:55pm, 10/04 Sun


Week
Assignment
Due
Week 5

10/5–
10/11
Read Chapters 7 and 8

Process Analysis Discussion:
Initial post/response to prompt 
	Respond to two classmates’ posts
Forum closes, comments finished



11:55pm, 10/07 Wed
11:55pm, 10/09 Fri
11:55pm, 10/11 Sun
Week 6

10/12 –
10/18
Instructions Memo 

Read Chapters 9 and 10

Instructions User Test Forum:
Post instructions memo to forum
Post at least first user test
Complete all required user tests and discussion
11:55pm, 10/12 Mon




11:55pm, 10/12 Mon
11:55pm, 10/16 Fri 
11:55pm, 10/18 Sun
Week 7

10/19–
10/25
Read Chapters 11 and 12

Research Analysis Discussion:
Initial post/response to prompt 
Respond to two classmates’ posts
	Forum closes, comments finished



11:55pm, 10/21 Wed
11:55pm, 10/23 Fri
11:55pm, 10/25 Sun
Week 8

10/26–
11/1
Memos

Read Chapter 13

Peer Review Discussion for Memos:
Post your draft to the forum
	First comment on group members’ drafts
Comments finished 
11:55pm, 10/26 Mon




11:55pm, 10/26 Mon 
11:55pm, 10/28 Wed
11:55pm, 11/01 Sun
Week 9

11/2 –
11/8
Graphics Analysis Discussion:
Initial post/response to prompt
Respond to two classmates’ posts
Forum closes, comments finished

11:55pm, 11/04 Wed
11:55pm, 11/06 Fri
11:55pm, 11/08 Sun


Week
Assignment
Due
Week 10

11/9 –
11/15
Proposal

Read Chapter 14

Peer Review for Proposal:
Post your draft to the forum
	First comment on group members’ drafts
Comments finished
11:55pm, 11/09 Mon




11:55pm, 11/09 Mon
11:55pm, 11/11 Wed
11:55pm, 11/15 Sun
Weeks 11-12

11/16 –
11/24
Read Chapter 16

Employer Web Site Assessment Discussion:
Initial post/response to prompt
	Respond to two classmates’ posts
	Forum closes, comments finished 



11:55pm, 11/18 Wed
11:55pm, 11/20 Fri
11:55pm, 11/24 Tue

11/24-
11/29

Happy Thanksgiving!




Week 13

11/30-
12/6
Resume and Cover Letter

Peer Review for Resume and Cover Letter:
Post your draft to the forum
	First comment on group members drafts
	Comments finished
11:55pm, 11/30 Mon


11:55pm, 11/30 Mon
11:55pm, 12/02 Wed
11:55pm, 12/06 Sun
Week 14

12/7-
12/13
Read Chapter 15

Presentation Analysis Discussion:
Initial post/response to prompt
Respond to two classmates’ posts
Forum closes, comments finished



11:55pm, 12/09 Wed
11:55pm, 12/11 Fri
11:55pm, 12/13 Sun
Week 15

12/14-
12/20
Portfolio Discussion and Help Line 

Portfolio of Revisions


11:55pm, 12/18 Fri
This is the latest possible date for submission of the portfolio.  My grades will be due shortly after, so I cannot accept any portfolios after 12/18 at 11:55 pm.  You may turn them in early.


