ENG 112 Comp. II With Speech -- Syllabus
Instructor:
Asst. Prof. Johnson (Prof. J)

Office hrs:
Office hours are held in LA 131: Mon. 1:15-2:30, Wed. 12-2:30
Email:             mathewsh@mccc.edu 

Webpage:
www.keepithaka.com or www.mccc.edu/~mathewsh

Texts

The text used in this class is Technical Communication, 11th Edition, by John M. Lannon. It can be purchased online or through the school bookstore.

Student Requirements

· Students must read all materials assigned including online materials

· Students must participate in class activities and peer reviews

· Students must write a series of technical documents (resume, memo, proposal, etc.) ==> ==> ==>  ALL ASSIGNMENTS MUST BE TYPED  ⇐ ⇐ ⇐
· Students must prepare a 5-10 minute oral presentation using PowerPoint 

· Students must demonstrate competence in the development of technical reading and writing skills and construct a substantial research paper

Grades


Your grade for the course is determined based on the following criteria:

· 15% = class discussion and participation

· 20% = reading checks

· 20% = technical documents

· 20% = research paper and presentation

· 15% = mid-term exam

· 10% = final exam

In order to be in ENG 112, you must have received a grade of C or higher in 101.

Drafts & Peer Review

For many documents students write, there will be a drafting process. For these assignments students will bring three hard copies of their draft to class and exchange drafts with assigned classmates. They will then follow a checklist for evaluating their peers' work. Any student who does not bring their rough draft on the day it is due will receive an automatic deduction on the grade of the final draft. This is particularly important to keep in mind when it comes to the research paper, which has not one but two rough drafts.
Grading Comments

The instructor’s comments on assignments will indicate the strongest and weakest elements of the piece and give the grade. There may also be brief margin notes drawing the student’s attention to specific moments in their writing and commenting on those moments. Written comments will be brief. For more detailed comments and to discuss their work in depth, students may come to the instructor’s weekly office hours. If a student cannot make any of the office hours provided, he or she can talk with the instructor to set up an alternate time to meet. 
Research Paper

The research paper is a primary component of ENG 112. Students learn how to use library databases to find information on their topic. Students are given a list of topics to choose from, or may, with permission, write on a topic of their own devising. Completing the research paper takes most of the second half of the semester. Students must submit a proposal, an outline, a first rough draft, a second rough draft, give a PowerPoint presentation on their topic, and then submit their final draft. Peer review is central.

Reading Checks

Adequate completion of reading assignments is assessed through a series of "reading checks." A reading check is an unannounced check to see that each student has made sufficient notes in his or her text book and kept a notebook with additional, legible and detailed reading notes. Students who prefer not to make marks directly in the textbook can insert post-it notes which can be removed later. Highlighting must be accompanied by extensive hand written notes. The goal is to see that you are reading and interacting with the text. There will be at least 5 reading checks. Each one is worth 4% of the student’s overall semester grade. 

Exams

There is a mid-term exam that begins with 20 multiple choice, true/ false, matching, and filling in the blanks questions. There are also two written sections. In the first written section students analyze a single technical document and evaluate its success or failure as a technical document. In the second written section students analyze and compare the merits of two documents.

The final exam follows the format of the mid-term but also includes a fourth section for which notes may be used. The final exam focuses on the material pertaining to the research paper including: MLA citation, research skills, ethics, scholarly vs. popular resources, oral presentation etc. 

Academic Integrity – Honesty In Your Work

Cheating in any form is simply not tolerated. Familiarize yourself with the school’s academic integrity policy, at www.mccc.edu/admissions_policies_integrity.shtml. We will cover proper citation procedure, but it is each student’s responsibility to abide by the rules described in the policy, in this and every course he or she takes in college. Failure to do so will result in disciplinary action and failure on the assignment and/or the course itself. 

Extensions and Missing Work

ENG 112 is a fast moving class. From time to time a student may need an extra day or two to finish an assignment (this does NOT include reading checks or exams), and may request an extension. If the student has never missed a deadline and is getting passing grades, the request will likely be granted, however, the request must be made before the day the assignment is originally due, and the student must remain caught up on all other work. If a student does not ask for and receive an extension, but turns work in after a due date, this will result in a reduction to the final grade on that assignment. Missing work is unacceptable. Any student who has not submitted all assignments will receive a failing grade in the class. No exceptions.

Attendance & Lateness

Attendance in this class is defined as: being present at the start of class, having your texts and notebook with you, having all assignments due with you, being fully prepared to discuss the readings, listening attentively to the instructor and taking substantive notes. Simply being present in the classroom does NOT constitute attendance. Moreover, students found text messaging in class will be marked absent. Students can be absent three times for any reason and do not need to explain their reasons to the instructor. Any student who is absent four times, no matter what the reason, will be automatically withdrawn from the course. Chronic lateness will lower the student's final grade. If you come to class late, please get seated quietly; do not disrupt a class in progress. 

Special Accommodations

Any student needing special accommodation because of disabilities should contact the instructor during the first week of class. She will be happy to help. Students with documented learning disabilities should see Arlene Stinson in the Learning Center so they can provide their instructors with an accommodations letter. In English classes students with documented LD's are often allowed to take tests untimed. If you think you may have an LD but have not been tested, you should go to the Learning Center and ask them to help you set up testing. You may be entitled to accommodations.

Cell Phones
If you use your cell phone in class, you will be marked absent for the day. If you have an emergency or other situation that requires you to keep your phone on, discuss it with the instructor before class begins, sit near the exit and keep your phone on vibrate. 
Email

Students may email the professor with questions but should seek answers on the class website first. In all emails, identify yourself and use proper English, good grammar, and respectful language if you expect your instructor to reply.

Office hours

Office hours are held on the West Windsor campus in LA 131, Monday 1:15-2:30 and Wednesday 12-2:30. 
Respect

Politeness and self-respect are expected in the classroom. No matter what one’s skill level in the subject matter, every student can and will maintain a fundamental level of human decency. Students who are disrespectful will be asked to leave class and marked absent. On-going behavior issues will lead to the student being withdrawn from the course.

Course Goals

Upon completion of the course, the student should be able to perform the following tasks with a reasonable degree of proficiency:

· Apply the composition skills learned in ENG 101 in writing a variety of technical documents including at 10-15 page research paper

· Use word processing and presentation software effectively to complete course assignments

· Use the library, the Internet, and online databases effectively to gather scholarly information

· Write competent technical documents using correct format, tone and style associated with each

· Research, design and write a well organized, logical and informed research paper of 10-15 typed pages that uses proper MLA citation and carefully selected source material to support a central thesis

· Describe, analyze, explain and debate ethical issues that arise in the workplace, with focus on the ethical issues related to workplace writing and documents

· Understand ethical issues surrounding plagiarism and know how to avoid the pitfalls of incorrectly using research sources
· Convey information effectively in an oral presentation with accompanying PowerPoint
ENG 112 – Assignments for Fall 2010 

NOTE: ALL DATES ARE SUBJECT TO CHANGE at the instructor’s discretion.
	Date Assigned
	                                        Assignment

	Tues. Aug. 31st 
	1. Read chapters 1, 2 + 16 in Tech. Comm. 11th edition and take notes (preferably in Cornell style).

2. Complete memo assignment (see handout for details)

	Thur. Sept. 2nd 

(memo due)
	1. Read chapter 17 and take notes.

2. Write up questions for job interviews. 

	Tues. Sept. 7th 
	Write rough draft of resume and cover letter. Bring three copies of each portion for next class. 

	Thurs. Sept. 9th

(rough drafts of resumes/cover letter due)
	Peer review resumes and cover letters following the handout.



	Tues. Sept. 14th 


	Revise resume and cover letter. Final draft is due next class.



	Thurs. Sept. 16th

(final draft of resumes/cover letter due) 
	1. Read chapters 6, 14 + 15 in Tech. Comm. 11th ed. and take notes 

2. Find a poorly designed document, such as a newspaper ad or restaurant menu, and bring it with you to next class.



	Tues. Sept. 21st 
	Work with your group to improve your document. In class you should have exchanged contact information and divided up tasks. 

	Thurs. Sept. 23rd

	Continue work on document design project and prepare to present it next class.

	Tues. Sept. 28th

(doc design due)
	Read chapters 5 + 20 and take notes

Begin work on instructions assignment.

	Thurs. Sept. 30th
	Continue work on instructions assignment. Bring three copies of rough draft to next class.

	Tues. Oct. 5th  

(rough draft of instructions due)
	1. Revise instructions using peer feedback. Final draft is due next class.

2. Ethical situation handout. 



	Thurs. Oct. 7th 

(instructions due)
	Begin studying for midterm

	Tues. Oct. 12th  
	Continue studying for midterm exam which is given next class.

	Thurs. Oct. 14th (midterm exam)
	No homework ( - Begin thinking about possible research topics.

	Tues. Oct. 19th
	1. Read chapters 7 + 8 in Tech. Comm. 11th ed. and take notes.

2. Write your research proposal which is due next class.

	Thurs. Oct. 21st 

(proposal due)
	1. If your proposal was not accepted, rewrite and resubmit it with the necessary changes. Resubmissions are due no later than next class, but may be submitted via email before that. 
2. Read chapters 9, 10 + 11 in Tech. Comm. 11th ed. and take margin notes and notebook notes.

3. Write an outline which is due next class.

	Tues. Oct. 26th 

(outline due)
	1. Read chapters 4 + 13 in Tech. Comm. 11th ed. and take notes. 

2. Continue your research and begin work on your first draft. Research presentations begin next class.

	Thurs. Oct. 28th  -- ***No Class*** -- Continue working on your research paper!

	Tues. Nov. 2nd 
	Continue working on your research paper. Draft 1 of your research paper is due next class.

	Thurs. Nov. 4th 

(draft 1)
	Conduct peer review. Complete all steps given on your peer review worksheet for next class. Be thorough.

	Tues. Nov. 9th  
	Use the comments provided on your first draft to direct your revisions. You will likely need to spend more time researching. Work on your presentations.

	Thur. Nov. 11th
	Continue working on your research paper. 

	Tues. Nov. 16th 
	Continue work on your research paper. Draft 2 is due next class.

	Thur. Nov. 18th 

(draft 2)
	Conduct peer review. Complete all steps given on your peer review worksheet. Be thorough.

	Tues. Nov. 23rd
	Make necessary revisions to your paper based on feedback provided by instructor and peers. This would be a good time to go to the Learning Center on the second floor of the library to get extra help with your paper.

	Thurs. Nov. 25th ***No Class*** Thanksgiving holiday!

	Tues. Nov. 30th 
	Continue working on your research paper. Now may be a good time to visit the instructor’s office hours for additional feedback on your paper before you submit your final draft. 

	Thurs. Dec. 2nd
	Put finishing touches on your research paper. Check over your Works Cited page for accuracy. Final draft of research paper is due next class. 

	Tues. Dec. 7th (paper due)
	Begin studying for final exam. 

	Thurs. Dec. 9th
	Continue studying for final exam which is administered next class. 

	Tues. Dec. 14th

(final exam)
	FINAL EXAM IS ADMINISTERED IN CLASS

	Thurs. Dec. 16th 
	Class time is used as office hours. Students may elect to come to LA 131 and pick up their exams and learn their final grades, or they may simply find out their course grade when it is posted online. 
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