ENGLISH 232:I1—Technical and Business Writing
Spring 2013

Professor: Dr. Gary Cale
Telephone: 517-796-8562
Email Address: calegaryj@jccmi.edu
Office: BW 243, Central Campus
Office Hours: Appointments only

Course Catalog Description 
(Prerequisite: ENG 131)
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. 

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

Technology Requirement 
All students must have regular, if not daily, access to a computer. Computer problems will not be accepted as an excuse for submitting late work. If you get the blue screen of death or your significant other denies you access to a shared computer, you must find another computer immediately. If you live close to one of JCC’s many campuses you will find many computers available.

All documents must be submitted in Rich Text Format (RTF). Do not submit documents in DOC, DOCX, ODT, WPD, WPS, ad infinitum, ad nauseam.  Credit will not be given for any work submitted in other formats. All completed work must be uploaded to JetNet unless otherwise specified in the assignment instructions. Credit will not be given for any assignments submitted in email unless specified in the assignment instructions.

Course Goals
Students who complete English 232 should be able to do all of the following:

	Write and produce a variety of technical writing documents
	Become aware that writing is an activity important to the organization/work world
	Demonstrate effective use of the writing process
	Learn to recognize various document formats, appropriate to audience and purpose
	Participate in responding to and evaluating writing produce by themselves and others
	Produce a technical writing document using research methodology
	Produce documents using computing technology
	Demonstrate understanding of the role of diverse audiences and document design in a

      multicultural organization

Performance Objectives
To complete the course successfully, students will perform all of the following:

	Complete all required readings
	Create a body of work demonstrating a variety of written documents, appropriate to

       audience and purpose
	Submit finished documents and papers
	Complete all writing assignments in appropriate formats, using computing technology
	Demonstrate knowledge of and ability to produce memos, reports, proposals, letters,

      emails, instructions, and resumes

Course Objectives and Associate Degree Outcomes (ADO) 
ENG 232 course goals and objectives incorporate specific Associate Degree Outcomes (ADOs) established by the JCC 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 include the following: 

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 

Student Responsibilities
Your primary task is to improve your writing skills and learn how to overcome problem areas. With practice you will become a more comfortable and competent writer. This means that you must engage fully in the class by staying current on all assignments.

You are expected to read the text and other assigned readings, upload homework and drafts on time, share your writing with others, respond to your classmates’ writing, actively participate in group electronic discussions, and most importantly, write and revise.
 
Instructor Responsibilities
I will do everything I can to assist you in your task. I’ll read and respond to as much of your writing, rewriting, editing, and as many of your ideas that I possibly can in a timely manner. I will introduce concepts that may help you become a better technical writer, lead online discussions, help form peer groups, share readings and writings with you, meet with and help you virtually (and face-to-face if necessary) and encourage you. You can expect me to grade your work fairly and to include an explanation of my evaluation. 

Please let me know if there is a way that I can help you learn more effectively and comfortably. Students with disabilities who believe they may need accommodations in this class are encouraged to contact The Center for Student Success at 796-8415 or visit the office, BW 123, as soon as possible.
Grading
Grades will be based on the following three types of assignments:

	Participation in online discussions and peer reviews—20 percent of total grade

Minor writing assignments (listed below)—40 percent of total grade
	Major writing assignments (listed below)—40 percent of total grade

Each assignment will be designed with quality points awarded for proper format and labeling, following specific assignment instructions, timely submission of assignments, demonstration of audience and purpose understanding, layout, content, grammar, and mechanics.

Minor Assignments
During the course of the semester, each student will complete all of the following minor writing assignments:

	Definition/description assignment

Process explanations or instructions assignment
Positive, negative and neutral letters
Memos and emails
	Job letters and resumes 


Major Assignments
During the course of the semester, each student (possibly in collaboration with other students) will complete assignments from two of the following categories:

	Formal reports
	Informative reports (activity, progress, regulatory, or lab reports)

Analytical reports (problem analyses, recommendations, feasibility studies or equipment evaluations)
Proposals (solicited, unsolicited or grant)
	White papers

Grading Scale
90-100 	4.0
85-89.5 	3.5
80-84.5 	3.0
85-79.5 	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 will be given only at the discretion of the instructor and will be in accordance with
JCC policy.

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 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 JCC Academic Honesty Policy is posted online. 

Other Items 
Some revisions in this syllabus or timeline may be necessary during the semester due to school instructor illness, acts of God, or other improbable and unforeseen circumstances.



