Instructor’s Syllabus for

 English 112-1WA - Online
Writing for Business & Industry

Spring 2008
Please note: You will need a computer for this course, or you must have access to a computer on a regular basis. (Please see “Can I handle an online course?” handout.)
Instructor: Mrs. Rihner
Office:  City Park, Bldg. 1/11803E
Office Phone #: 671-6371
Email: wstrou@dcc.edu
Office Hours:     Monday: 1:00 – 4:00 p.m.; T/TH 12:30-5:30; W 5:15-6:30; and by appt.

Please note: I am NOT usually on campus on Fridays.
Required Text: 
Essentials of Business Communication, 7th edition, Guffey

One good dictionary

Required Materials: 

Computer disks
Prerequisites:
Students enrolled in English 112 must have passed English 101 at Delgado, or they must have successfully completed the equivalent course at another institution. 

Course Goals: 
At the end of the semester, students should be able to: 
1. recognize the importance of audience (“reader friendly” writing) in business communication
2. write the following business correspondence proficiently: 

· Business emails

· Memorandums

· Information and action requests

· Persuasive requests

· Claims

3. write the following essential documents: 
· Resume and cover letter

· Informal Report

Course Objectives: 

Students will reach the above goals by: 

1. examining the communication process

2. analyzing purpose and audience
3. using various writing techniques to convey their messages effectively

4. following the drafting and rewriting process

5. practicing thorough proofreading 

Student Outcomes: 

      By semester’s end, students should be able to demonstrate:

1. An ability to write reader-friendly documents that clearly address the needs of the writer and recipient

2. The ability to recognize ineffective/inappropriate language in documents (wordiness, slang, cliché, etc.)

      3. The ability to apply each chapter’s lessons to each document they write

      4. The ability to use the conventions of Standard English in each document 

“Electronic Office Hours,” Virtual Classroom: 
1. My office hours are included on this syllabus. Occasionally, I will host electronic office hours on Bb. I will announce those electronic office hours ahead of time.
2. Please understand that electronic office hours are not private like traditional office hours. Someone may be “in my office” with us while we are online. If you have something private to share with me, do so via conference, phone or email. 

3. PLEASE NOTE: If you are in the New Orleans area and can make it to campus to see me during my office hours, I would strongly urge you to do just that. Online classes are exciting and accommodating, but there is no substitute for one-on-one conferencing, especially if you experience any difficulties with material, etc. 

4. Sometimes I will announce that I will be hosting a virtual classroom. Attendance is not mandatory, though participating will often help you to understand the material. I will try to host these virtual classrooms at various times. 
5. Please note: If I log onto a virtual classroom, and nobody “shows up” in ten minutes, I will log off. If you notify me that you wish to log on but will be more than 10 minutes, late, I will not exit the virtual classroom. 
6. I will be evaluating and checking your homework and answering email during my office hours on Fridays, so the only way to reach me on Fridays is via email. . 
Writing Assignments: 

1. We will complete a variety of writing assignments. Some of these will take the form of business letters, memos, and emails. Also, we will write compose cover letter and resumes. 

2. We will also write one informal report. This is the equivalent of a research paper in English 102. The due date will be announced. You will receive clear instructions for your informal report.
3. Each writing assignment must: 

a. be typed, double-spaced, with your name, due date, course/section # in the top right-hand corner.

b. follow the word length requirement.

c. must follow directions closely.

d. turned in on time

e. must be submitted in Assignments/ DO NOT USE DROPBOX!
f. follow the writing process when required (prewriting, drafting, rewriting/revising)

g. be submitted as an RTF file 

h.    must be formatted correctly-no fancy fonts, fancy paragraphing
i. The informal report MUST follow Modern Language Association style of           documentation, and we will study that later.

I WILL POST MODERN LANGUAGE ASSOCIATION HANDOUTS. 

4. There will be times when I will ask for volunteers to post the rough drafts of their documents on Discussion Board so that we may examine and discuss each document.  THIS IS A GOOD SOURCE OF HELP BEFORE THE DOCUMENT EARNS A GRADE! 
Grammar/Proofreading: 
1. Because of the need for concise and clear communication in business documents, we will spend time working on proofreading/editing exercises. Essentially, these assignments will be grammar review. 

2. These exercises all come from the text. 

3. PLEASE DO NOT simply type up your exercises with ONE-WORD answers. I cannot read those! Be sure to type out the entire sentence, or make it perfectly clear in another way. (Please note: scanning is not my favorite method for grammar work, but if you can scan your grammar work in such a way that it is easy to access, be my guest.)
Tests, Quizzes, Grammar/mechanics: 
1. We will have weekly quizzes over each chapter. Each quiz will be worth 20 points each (with a few exceptions for quizzes worth 30 points).
2. We will also take grammar review quizzes periodically. They will also be worth anywhere from 10-20 points.  

3. We will have a midterm exam worth 100 points. 
4. Our final exam will be worth 100 points. It will cover the second half of the semester, whatever material comes AFTER the midterm. And the final exam will be offered online twice on April 29th from 10:00 a.m. to NOON or 7:00 p.m. to 9:00 p.m.. You choose the time you wish to take the exam. YOU WILL NOT NEED A PROCTOR. 
5. Each writing assignment will be worth 50 points. 

6. Your informal report will be worth 100 points The informal report is due in late April. 

“Attendance and participation:”

1. You are required to log onto Blackboard a minimum of twice a week. Logging on includes the following: 
· participating in a Discussion Board assignment
· participating in a virtual classroom or virtual office hours 
· emailing your instructor regarding advice/questions about an assignment
· submitting work on Assignments 
· taking quizzes and/or tests

· coming into my City Park campus office for consultation or help
2.  If you accumulate four “absences” before April 1st, you will be dropped from the online course. If you accumulate 4 or more absences after April 1st, you MAY fail the course, if indeed your “absences” have not caused you to fail already. Usually, a student who accumulates many absences fails on her own.  
3. I will track your attendance on Bb. Bb gives instructors tools to do just that. If I see that you have not logged on at least twice a week, or if I find that you have not been active, I may assume that you have dropped. Do not let that happen!
PLEASE NOTE: DCC does not want faculty to reinstate online students who do not log on regularly (twice a week). If I drop you for your absences, you MOST LIKELY will not be reinstated. 

4. You are responsible for dropping yourself! I am not obligated to remember to drop you, though often I do. Just don’t count on my shaky memory!

5. Please understand that I am a compassionate person. I will work with you in any way that I can. But if I find that you are taking advantage of my compassion, then I will stop my efforts.  

Late work: 

1. Late work is not accepted. You will have clear deadlines. However, I am willing to work with people IF they notify me either in advance or the day of an extenuating circumstance. Do not wait three days to tell me that you cannot turn in an assignment. 
Usually, you will have until midnight to submit an assignment. That does not mean that I am at my computer at midnight, awaiting your work, however! 

2. If you know that you are going to miss a deadline, please notify me via telephone first, and email in a pinch. I do not read and return emails until the evening, but I always check my answering machine.

Grading Procedure: 
1. Your final grade is computed by taking all of the points possible and dividing by the points you have earned. So if you earn 565 out of 675, what will be your final grade?

2. My grading scale is the run-of-the-mill, ho-hum scale: 90-100 = A, 80- 89 = B, etc.
3. Bb has an electronic gradebook that you can also view periodically. IT IS UP TO YOU TO KEEP ACCURATE RECORDS OF YOUR OWN WORK! Should there be a discrepancy in your grade, you need good records. However, Bb usually prevents any discrepancies. 

4. Extra credit will be given periodically. There is no bargaining for a higher grade.  

5. Often, you will want to download the evaluation criteria for a given assignment. That way, you can determine why an assignment earned the grade it did. 

Plagiarism Statement: 

Delgado Community College is intolerant of students who plagiarize whether that take the form of copying another student’s work, buying work off of the Internet, or having someone else complete the assignment for you. Please remember that I can tell when a student writer has begun to plagiarize. I will take swift action, which means I will notify the appropriate academic disciplinary committee. 
Disabilities Statement: 

I am legally obligated to make reasonable accommodations for those students who have legally documented disabilities. You must first notify Gretchen Peoples in the Office of Disabilities, and that office will then send your paperwork to me. I will not divulge this information to anyone. I just need to know how to help you. 
