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Instructor:

Julie McDade

Office:

HSCT 100
Office Hours:
M, F   9:45 – 10:45     T, TH   8:30 – 9:30 a.m.



W 9:00 – 10:00    Other times by appointment

Phone:

(406) 247-3067  Feel free to leave a message.
E-mail:
 
jmcdade@msubillings.edu  [image: image2.wmf]
Required Materials:

Text:  Pfeiffer, William S. Pocket Guide to Technical Communication Fourth Edition

Prentice Hall, 2007.

USB flash drive
3 light colored pocket folders for assignments (Put your full name and class time on the outside of the folders.)
A dictionary of your choosing such as the American Heritage Dictionary  or access to computer reference materials such as www.refdesk.com
Course Description:

This course is designed to teach students the fundamentals of the English language and includes grammar, spelling, punctuation, and word usage, with emphasis on applying these skills in written communication for the work world.

Students with disabilities, whether physical, learning, or psychological, who believe that they may need accommodations in this class, are encouraged to contact Disability Support Services (DSS) as soon as possible to ensure that such accommodations are implemented in a timely fashion. Please meet with DSS staff to verify your eligibility for any classroom accommodations and for academic assistance related to your disability. Disability Support Services is located in Room A030 in the Tech Building at the COT (247-3029). Jennifer Woegens is the COT DSS program coordinator.

Drop-In Tutoring 
Writing tutors in the Academic Support Center will be available to help you with your writing needs.  Check the ASC schedule for times.
No appointment is necessary.
Course Objectives:

Students will

· Write effective sentences avoiding fragments and run-ons.

· Organize their ideas into meaningful paragraphs.

· Identify and use the correct voice for workplace writing.
· Identify and make correct word choices.

· Recognize and use acceptable business letter formats.

· Write clear instructions.

· Recognize and implement effective résumé format(s) and content.

· Use the ABC format to compose and edit letters, memos, and reports.

· Write for the reader, not for themselves.

· Identify and use inclusive language.

· Complete a workplace incident report clearly.

· Recognize and design effective business cards.

Course Requirements
SkillsTutor—Your Personal Grammar Teacher

The grammar portion of this course in covered mainly by the computer program called SkillsTutor.  You can do your lessons at home or at school, anywhere you can access a web browser such as Internet Explorer or Netscape Navigator.  You will have pretests assigned and lessons prescribed by the computer in the following eight areas:

LAC Capitalization
LAC Punctuation

LAC Usage

LAC Spelling

Writing: Language Mechanics

Writing: Language Usage

Writing: Sentence Structure

Writing:  Clear Writing and Paragraphs

1. This sophisticated program allows for individualized instruction based on your skills coming in.  If you do very well on the pretest, you may have no lessons assigned.  If you experience trouble with the skills measured on the pretest, you will be assigned more lessons to do. 
2. To earn a C in this course, you will need to average 75% overall on the posttests.  It is up to you to prepare for the eight- (8) SkillsTutor posttests. You will take your posttests in the COT Library.  Be prepared to show your ID.
See the class schedule for the eight dates when SkillsTutor posttests are due.  You may take them any time before the due date, but all posttests must be taken by 4 p.m. on the due date.  If you have not taken a posttest by the deadline, your pretest score will count for that area.
3. Only your first attempt at a posttest will count toward your grade. The results of your work will be saved on the SkillsTutor management system.  Your lowest posttest score will be dropped, and you will be able to retake one posttest to improve your score.

4. I can access reports of your work at any time.  If you would like help or want to discuss your lessons, feel free to see me during office hours or any time by appointment.
Tests and Exercises
Tests and exercises/activities are given on the day they are scheduled.  No makeup.  If you know in advance that you must miss a scheduled test, see me or talk to me before the scheduled test and we can work something out.
Writing Projects

· Group There will be three (3) group assignments: the group business description, the group business card, and the group sales letter.  You will be working in small groups and doing collaborative work. Two of the assignments call for each group member to create and turn in a rough draft, and these drafts will then be used to create a final project to be submitted for a grade. I expect you to come prepared to work or to share your work with other class members. 

· Individual There will be six (6) writing assignments that you will complete as an individual.  

Watch Your Language, Please!
In your student handbook under the heading Personal and Academic Misconduct, you will read, “Each student’s …conduct is expected to be in accordance with standards of common decency and decorum, with recognition and respect for the personal and property rights of others and the educational mission of the University.  A student… may be disciplined for … indecent, obscene, lewd, or defamatory conduct or expression.”  Please use language appropriate for a professional setting.

Allow Others around You to Learn
While we will have plenty of opportunities to discuss and ask questions, I ask that you do not visit with other students while I am lecturing or holding a class discussion.  
Please do not let your electronic devices disrupt the class.
What’s Due and When

The course calendar will show you what is planned for each day this semester.  You will know when lessons are introduced and when assignments are due.  If you have to be absent, you will know what you will miss. Assignment sheets are available to you on my faculty website.  If you are absent, it is vital that you get a copy of the assignment either from a fellow student or from the Internet.  Go to my website at http://www.msubillings.edu/COTFaculty/McDade/ to find your major assignments.  Add this site to your favorites because you will be visiting it often.
Rough Drafts
For all writing assignments except the Letter to the Teacher, the Incident Report, and the Group Business card, you will be required to write and turn in a rough draft that is considered part of the assignment.  I will check your rough draft to make sure that you are doing substantial revision from the rough to final copies.
If you fail to include a rough draft when you turn in one of these assignments, I will not grade the assignment.  The late-project policy will go into effect if you have to turn the assignment in late in order to comply with the rough draft/revised paper policy.  
Late Project Policy
An assignment is due by 4 p.m. on the day listed on the calendar unless for some reason I announce a change or unless you have made special arrangements with me.  Major writing assignments turned in after that time will receive a deduction in grade (10% per day). I will not accept assignments more than five class days late.  For group projects, the whole group receives the same grade, so if a project is late, the whole group is responsible. If you have a non-performing member of your group, let me know and that person will receive a zero.

If you must turn in a late paper, paperclip a late paper slip to it listing when it was originally due and when you are turning it in.  Late slips can be found on the bulletin board in the classroom and in my office.  You may slip the paper under my office door if I am not there.
Academic Honesty 
I expect everything that you write to be your own original work.  Evidence of cheating will be followed by disciplinary action.  (See p. 23 in the Student Handbook.) http://www.msubillings.edu/stuaff/StudentHandbook.pdf
If you copy something directly from the Internet and insert it into your paper, you will certainly fail the assignment, and you run the risk of failing the class.
Participation  
I assume you will be punctual and attend class regularly—as if you are “on the job”.  Much of what you need to know to complete the assignments will be dealt with in class; therefore, your attendance is very important.  I understand that you may need to be absent occasionally.  However, I take roll on the theory that if you are in class you are to some degree participating in the course.  If you are chronically not in class, you are not participating in the course.  You can expect your grade to suffer from missed due dates and lack of SkillsTutor preparation.  If you are absent, it is your responsibility to find out what went on in class.  

Course Grades:

Your calendar lists the number of points for all tests and major writing assignments. All in-class practice and class activities not listed on the calendar will be worth 3 points. Your grade will be 50% SkillsTutor (if you have a 75% or higher posttest average) and 50% all other assignments averaged.

A=90–100% 
 B=80-89% 
C=70-79% 
D=60-69% 
F=59 or below





Important Dates
MLK Day No Classes Offices Closed



Monday, Jan. 18
Last Day to Add a Class
Friday, Jan. 22

Presidents’ Day No Classes Offices Closed


Monday, Feb. 15

Spring Break No Classes





Feb. 27-March 7
Spring Mini-Break
No Classes




April 1-4
Last Day to Drop a Class with Signatures
 (advisor and instr.)

Thursday, Apr. 8

University Day No Classes Offices Open



Friday, Apr. 23
Final Exam Week







The regular class schedule is not followed this week. The final schedule for all tests is available on the web.  See the COT homepage. 
The final test for this class is Wednesday, April 28 from noon – 2:00 p.m.
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