ENG 114-10, 14-75

PROFESSIONAL RESEARCH AND REPORTING

Term: Summer 2005
Instructor: L ynn McKinney
Meetings: MWF 12:00-1:50 PM

Room: P204

MaylandOs On-Course Philosophy:
I am responsible for creating my life as [ want it. I will:

Ask myself what my situation is

Decide how I would like my situation to be

Consider my possible choices of action

Evaluate the outcome of each possible choice

Commit to a choice that will create the most favorable outcome
Carry through the responsibilities of my commitment

ENG 114-10, ENG 114-75 SUMMER 2005: PROFESSIONAL RESEARCH &
REPORTING (3 credit hours, 3 contact hours)

AN~

This course, the second in a series of two, is designed to teach professional communication
skills. Emphasis is placed on research, listening, critical reading and thinking, analysis,
interpretation, and design used in oral and written presentations. Upon completion, students
should be able to work individually and collaboratively to produce well-designed business and
professional written and oral presentations. This course has been approved to satisfy the
Comprehensive Articulation Agreement general education core requirement in English
composition.

Prerequisites: ENG 111 Expository Writing is a prerequisite for ENG 114.
Corequisites: None.



Instructor's Name: Lynn McKinney

Office: Room 242

Phone: (828) 765-7351 ext. 260

Instructor's E-mail Address: Imckinney@mayland.edu
Instructor's Office Hours:

. Monday: 2:00-5:00 PM

. Tuesday: 12:00 — 2:00, 5:00-6:00 PM

. Wednesday: 2:00-5:00 PM

. Thursday: 12:00 —2:00, 5:00-6:00 PM

. Friday: 2:00-4:00 PM

Regular office hours are accessible by walk-in and appointment. Appointments should be
scheduled by appointment whenever possible. Students with appointments will be seen
before walk-ins.

CONFERENCING:

You are encouraged and welcome to come and confer with me whenever you feel a need to
discuss any class-related matter. I suggest you schedule appointments to discuss drafts of each

paper.
COURSE MEETINGS:
. Days: Monday, Wednesday, Friday

o Time: 12:00 PM - 1:50 PM
J Location: P204

REQUIRED TEXTS:

Pfeiffer, William S. Technical Communication: A Practical Approach. 5th Ed. Upper Saddle
River: Prentice Hall, 2000.

RECOMMENDED TEXTS:

Mandell, Stephen R., and Laurie G. Kirszner. The Brief Handbook. 4th ed. Boston:
Thomson Heinle, 2004.

REQUIRED COURSE SUPPLIES:
. At least one 3.5 inch HD (High Density) floppy diskette.

. Ring binder and division tabs for portfolio
. 3 x 5 note cards for oral presentation



. Students are also expected to bring their textbooks, paper, and a pen or pencil to all
class meetings.

Mission:

Mayland Community College's General Education core courses will provide the
essential body of knowledge and skills that enable all degree-level students to perform
competently as employees and as contributing members of society.

Graduates of all degree programs at Mayland Community College will have completed
the general education core. That core encompasses the essential knowledge and skil
that enable all degree-level students to perform competently as employees and as
contributing members of society. Upon completion of the general education core,
students will be able to demonstrate the following:

l. Effective communication in speaking and listening situations needed for college,
personal, and work successes

2. Effective communication in writing and reading situations needed for college, personal,
and work successes

3. Logical, critical, and creative thinking to evaluate evidence and reach a conclusion

4. Application of basic computer use skills

5. Application of fundamental math skills

6. Basic awareness of the diversity of various world groups from both historical and

contemporary contexts
COURSE OBJECTIVES:

By the end of the course, the student will

1. Understand the purpose and the written, oral, and visual processes of communication in
the workplace.

2. Apply techniques of research, analysis, interpretation, and evaluation to workplace
documents and situations.

3. Produce documents reflecting various types of technical communication appropriate for
various audiences.

4. Make effective oral presentations that balance visual and verbal elements.

5. Select or design appropriate workplace communication formats and styles and use them
in oral and written presentations to achieve a specific purpose.

6. Use computer applications to write and format documents and to create and integrate
visual material where appropriate to support text.

7. Use appropriate diction, tone, voice, and point of view.

8. Practice standard usage in oral and written communications, including conventions of

grammar, punctuation, mechanics, spelling, diction, and sentence structure.
9. Keep an assignment portfolio for personal and professional reference.



ATTENDANCE, TARDINESS, and MAKE-UP WORK POLICIES
1. Attendance

If an ENG 114-90 student misses more than 1/4 of the class meetings, that is, more than 6 of
the 24 class meetings, he or she will automatically receive a failing grade for the course.
Regular attendance is essential to your success.

2. Tardiness

A student will be considered tardy if he or she arrives after class discussion has begun, or if he
or she leaves before the instructor dismisses the entire class. Three tardies equal one absence.

3. Make-Up Work

Assignments handed out or due on a day when a student is absent, such as essays or
homework, should be turned in as soon as possible, and no later than the next class meeting.
Late rough drafts will not be accepted. In-class work cannot be made up. Quizzes cannot be
made up unless arranged in advance. IMPORTANT: For each class day that an
assignment or major paper is late it will receive an automatic penalty of ten percentage
points; that is, the assignment will be reduced by one letter grade for each day it is late
down to a maximum score of F after five class days. No assignments will be acceptec
more than seven calendar days late. Assignments which are more than seven calend
days late will receive a grade of zeroTo be on time, assignments must be ready at the
beginning of the class period in which they are due, unless a different time is specified in the
syllabus or assignment sheet. Rewrites are due no more than 7 days from receiving the original
graded assignment.

There is a popular misconception that students may turn in large amounts of extremely late
work right at the end of the semester and still expect to pass. Due to the penalties for late work,
assignments turned in more than five class days late will automatically receive a failing grade or
a zero. After a certain point, if enough assignments are turned in overdue, failure becomes
mathematically inevitable. If you are not sure whether you have reached this point, consult
your teacher to see if it is still possible to pass.

IMPORTANT: Students must submit all of the pieces of work labeled a Owriting
assignmentO (and worth more than ten points) on the list below in order to pass this
class.

INDEPENDENT STUDY SECTIONS (ENG 114-75)

All class rules except for those governing attendance and tardiness apply to independent study
students. Due dates are as indicated on the class syllabus. To be counted on time, assignments
must be submitted by email, regular mail, or submitted in person by midnight on the day that



each assignment is listed as due. Instructor conferencing, library materials, and all other college
services are available to independent study students.

GRADING CRITERIA:

Grading for this class will be based on the following formula: Total points earned divided by
total points possible, which yields a decimal number that will be multiplied by one hundred and
converted into a percentage representing a number on the grading scale, which is listed below.

Grades are available as follows:

Reading quiz 1 (10 points)

Analysis and writing assignment (25 points)

Reading quiz 2 (10 points)

Formatting a letter and memorandum with headings writing assignment (20 points each)
Description and evaluation writing assignment (30 points)
Reading quiz 3 (20 points)

Memorandum writing assignments (20 points each)

Letter writing assignments (20 points each)

Reading quiz 4 (10 points)

Résumé writing assignment (50 points)

Job letter writing assignment (25 points)

Reading quiz 5 (10 points)

Thank-you letter writing assignment (25 points)

Midterm exam (100 points)

Reading quiz 6 (10 points)

Instructions writing assignment rough draft (10 points)
Instructions writing assignment final draft (50 points)
Reading quiz 7 (10 points)

Informal report plans (10 points each)

Informal report writing assignment rough drafts (10 points each)
Informal report writing assignment final drafts (50 points each)
Reading quiz 8 (10 points)

Proposal report plan (10 points)

Proposal research assignment (10 points)

Proposal report writing assignment rough draft (10 points)
Proposal report writing assignment final draft (100 points)
Reading quiz 9 (10 points)

Oral presentation plan (10 points)

Oral presentation (100 points)

Assignment portfolio (25 points)

Final exam (100 points)



The instructor may choose to make extra-credit assignments and points available to students at
various times throughout the class. Extra credit points, when earned, will be added to the
student's total points earned, but will not influence the figure representing total points possible.
In other words, attempting extra credit assignments can only help a student's score; it cannot
harm it. In the interest of fairness, any extra credit opportunities given will be made available
to all students, not to individuals.

GRADING SCALE:
Grading in this course will be based on the 10-point scale:

90% - 100% =
80% - 89.9% =
70% - 79.9% =
60% - 69.9% =
Less than 60% =

g QW

Fractions of a point will not be rounded in final grade tallies, as they represent a significant
number of points.

HOW TO SUCCEED IN THIS CLASS:

Make wise decisions that will create a positive future! You are adults, and will be treated as
such. That is, you will be expected to commit to the requirements of the class, and if you do
not choose wisely, you will have to accept the consequences of your decisions. Here are some
of the choices that should result in your academic success:

CHOOSE TO come to class consistently, pay attention, and take notes.

CHOOSE TO work hard on assignments and turn them in on time.

CHOOSE TO visit your instructor as needed for help with challenging assignments.
CHOOSE TO participate in class discussions and peer reviews and display a positive
and motivated attitude.

INCLEMENT WEATHER PROCEDURES:

Complete information regarding Mayland Community College's inclement weather policies
may be found on the College website.

Information regarding College operations during periods of inclement weather will be provided
by 6:30 am to all local and regional radio and television stations for day classes.
Announcements regarding evening classes will be made available by 4:00 pm on the day the
class is scheduled. Information on class schedules will also be accessible on the College’s
automated telephone answering system, available by calling 765-7351, and on the College



website at http://www.mayland.edu
During times of inclement weather, there are 4 options related to MCC's operation. They are as
follows:

. OPTION A: MCC operates on a regular schedule with no delay.

. OPTION B: MCC operates on a delayed schedule for students; the staff reports at 9
AM.
. OPTION C: MCC classes are cancelled; the staff reports at 10 AM.

. OPTION D: MCC is closed for both students and employees.

NOTE: If there is no announcement made on radio or TV stations, on the MCC Website, or
via MCC's automated telephone service, then OPTION A (regular schedule) is in effect.

In the event of inclement weather causing cancellation of a class meeting, students will still be
held responsible for all readings and homework assignments that were due that day and for
the ones due the next day that the class meets.

In the event of a 2-hour delay, this class will meet from 1:00-2:20.
ACADEMIC STANDARDS AND STUDENT EXPECTATIONS:

Mayland Community College is an institution of higher learning, and students are expected to
perform accordingly. Among these expectations are:

1. Conscientious attendance and punctuality. Students are responsible for the material covered
in class whether they are present are not. Students are also responsible for exams and
deadlines outlined in the schedule whether they arrive prepared or not. Students are
expected to be in class to participate in discussions and to do work as supervised.

2. Study of the texts and handouts; thorough preparation for class. This is a college course
that
requires outside reading and writing. Students are expected to complete and understand
all readings. The standard ratio for college course work preparation is 1:2. This means
that for each contact hour in class, students should plan to spend two hours outside
class
preparing, reading, etc.

3. Participation in class discussions and exercises. Your cooperation and enthusiasm are
expected. You have a valuable contribution to make to the learning environment.
Offering your opinions and views may help others to develop their own. However, no
individual student should dominate class discussions-- be polite and give others an
opportunity to share their opinions as well.



4. Punctual completion and submission of assignments.

5. Students will be expected to keep a portfolio containing all graded assignments. Portfolios
should be complete, neat, and in order by date that the assignment was turned in.
Students should keep all marked work for inclusion in their portfolio. Failure to
produce the portfolio at the end of the semester will negatively effect a student's grade.

6. Adherence to all of MCC's various behavioral policies, including:

. No tobacco use allowed in state-owned buildings.

. No firearms or weapons allowed in state-owned buildings.

. Anti-discrimination and anti-sexual harassment policies.

. No open alcohol or public drunkenness on campus grounds.
. Other policies, as specified in the Student Handbook.

7. No open food or drinks are allowed in computer labs or the ITV room.

8. Students should make careful and respectful use of the college's computers and equipment.
No computers or equipment owned by MCC should be used for illicit or prurient
purposes. Personal activities utilizing MCC computers, such as chat, games, or email,
must be confined to out-of-class time.

ETHICS:

Any student caught cheating in any way, especially plagiarizing (copying someone else's work
or writing and presenting it as your own) will automatically receive an "F" for the course.
Students should be aware of the following definitions of academic dishonesty set forth in the
student handbook. Performance of any of these acts will be considered cheating and is
grounds for that student receiving a failing grade in the course:

Rule 5: Academic Dishonesty, Cheating, Forgery, and Related Offenses
It shall be a violation of the MCC Code of Conduct for a student to commit any one of the
following acts:

1. Academic cheating, including, but not limited to, unauthorized copying of academic
work of another, collaboration for use of notes or books on examinations without prior
permission of the instructor.

2. Plagiarism or the intentional presentation of work of another without proper

acknowledgment
of the source.

3. Fabrication and falsification or the intentional misrepresentation of any information or
citation in an academic exercise.

4. Submission of substantial portions of the same academic work for credit more than once
without authorization.



5. Abuse of academic materials in the form of destruction, theft, or concealment of library or
other resource material or of another student’s notes or laboratory experiments.

6. Complicity in academic dishonesty in helping or attempting to help another student to

commit
an act of academic dishonesty.

7. Forgery, alteration, copyright violation, or misuse of college documents, records, computer
software, Internet materials, or instruments of identification with intent to deceive or
disrupt.

8. Furnishing of false information to any MCC personnel including forgery, falsification, or
fraudulent misuse of any documents, records, or identification cards.

9. Having someone other than the student do work for that student.

CLASSROOM CONDUCT

This class is a formal college learning environment, a privilege that you have paid to attend, and
it should be respected as such. Even if you feel you are not here to work and to learn, other
students are. The rights of students who behave in an on-task, academically, and socially
appropriate manner to pursue their education will take precedence over those of students who
have a desire to goof off or otherwise cause a disturbance in the classroom.

The definition of a disturbance is decided at the discretion of the instructor and shall include
any behavior which may disrupt the learning experience of other students.

Students who disrupt the learning process for others and do not respond immediately and
completely to any and all behavior modification requests made by the instructor will be asked to
leave the classroom for the day. This request may occur at any time during the class meeting.
Any student who is asked to leave and does not obey will be escorted out by campus security.

Any student who is asked to leave will be counted absent for that day and is required to
complete all classwork that is done or due that day and to be prepared for all classwork that is
due at the next class meeting. Any examinations, in-class assignments, or quizzes that are
missed due to a student being asked to leave may not be made up.

Students who have been asked to leave the classroom may return for the next class meeting. If
the student's behavior is still not found appropriate, he or she may be asked to leave again.

Students who have been asked to leave class more than once or who engage in especially
serious or dangerous disruptions will be reported to Student Services and will be required to
attend a counseling session with a college representative, after which they may be placed on
academic probation, suspension, or expulsion.

WITHDRAWAL:



Dates for withdrawing from the class, both with and without penalty, are as follows:

. Thursday, June 23: Last day for unconditional withdrawal (grade of W)

d Tuesday, July 19: Last day for conditional withdrawal (grade of W plus letter)

. Wednesday, July 20 - end of semester: No W or W-Letter grades will be granted except
for documented medical emergencies

If a student has not been in contact with the instructor and has not attended class for a
consecutive two-week period, an administrative withdrawal will be submitted by the instructor.
Students who contact the instructor, but who do not carry through with their scheduled
commitment to return to class, will still be administratively withdrawn. All administrative
withdrawals will be dated to the student’s last day of attending class. Administrative
withdrawals are final as soon as they are entered in the system, and may not be reversed.

ADA STATEMENT:

Any student requesting special accommodations for this course due to a disability should apply
for services through the SOAR Office or the Counseling Center, which will document the
disability. A counselor will then help determine which accommodations, if any, the student
needs for success in this course.

COURSE OUTLINE:

Assignments are due on the date listed; assignment requirements and instructions should be
accessed on the course website. The notation Technical Communication refers to the textbook
Technical Communication: A Practical Approach by William S. Pfeiffer.

Class 1 - 6/6 - Introduction to Professional Writing
Readings due: None
Assignments due: None
In-class: Orientation to syllabus and textbook, introduction to readings, pre-reading
discussion
Handout: None

Class 2 - 6/8 - Introduction to Professional Writing
Readings due: Technical Communication 3-24, 39-49, 78-89
Assignments due: None
In-class: Reading Quiz 1: 3-24, 39-49, 78-8iscussion of readings
Handout: Analysis and writing assignment

Class 3 - 6/10 - Page Design
Readings due: Technical Communication 105-122, 437-478




Assignments due: Description and evaluation writing assignment (end of class)

In-class: Reading Quiz 2: 105-122, 437-478iscussion of readings, group activity

Handout: Description and evaluation writing assignment, Formatting a letter and
memorandum with headings writing assignment

Class 4 - 6/13 - Correspondence
Readings due: Technical Communication 239-253
Assignments due: Formatting a letter and memorandum with headings writing
assignment
In-class: Discussion of readings, practice activities
Handout: None

Class 5 - 6/15 - Correspondence
Readings due: Technical Communication, 607-619
Assignments due: Analysis and writing assignment
In-class: Discussion of readings
Handout: Memorandums writing assignment

Class 6 - 6/17 - Correspondence
Readings due: Technical Communication, 209-228
Assignments due: Memorandums writing assignment
In-class: Reading Quiz 3: 209-228, 239-253, 607-61%scussion of readings,
correspondence exercises
Handout: Letter writing assignment

Class 7 - 6/20 — Correspondence, Research Preview
Readings due: Technical Communication, 515-556
Assignments due: Letter writing assignment
In-class: Reading Quiz 4: 515-55@Discussion of readings
Handout: Job letter assignment, Résumé writing assignment, Thank-you letter writing
assignment

Class 8 - 6/22 - Job Search

Readings due: Technical Communication, 571-588, 595-605

Assignments due: Reading Quiz 5: 571-588, 595-605]ob letter assignment,

RZsumZ

writing assignment rough draft

In-class: Discussion of readings, Résumé assignment peer review, job search
exercises

Handout: None

Class 9 - 6/24 - Job Search
Readings due: None




Assignments due: RZsumZ writing assignment
In-class: Job interviewing exercises
Handout: None

Class 10 - 6/27 - Job Search

Readings due: None

Assignments due: Thank-you letter writing assignment
In-class: Discussion of readings, job search exercises, exam review
Handout: None

Class 11 - 6/29 - Midterm Exam

Readings due: None

Assignments due: None

In-class: Midterm exam

Handout: Set of instructions writing assignment

Class 12 - 7/1 - Instructions

Readings due: Technical Communication 181-186, 202-206

Assignments due: None

In-class: Reading Quiz 6: 181-186, 202-20®rafting set of instructions writing
assignment

Handout: APA Documentation forms helpsheet

FOURTH OF JULY HOLIDAY 7/4, 7/6, 7/8 — CLASS WILL NOT MEET

Class 13: 7/11 - Instructions

Readings due: APA Documentation forms helpsheet

Assignments due: Rough draft: Set of instructions writing assignment

In-class: Peer review and edit session for set of instructions writing assignment, APA
documentation discussion

Handout: None

Class 14 - 7/13 - Instructions, Informal Reports

Readings due: Technical Communication 255-268, 280-290

Assignments due: Final draft: set of instructions writing assignment

In-class: Reading Quiz 7: 255-268, 280-29Discussion of readings, producing
informal report 1, filling out the report plan, planning and drafting informal
reports



Handout: Informal report writing assignments

Class 15 - 7/15 — Informal Reports
Readings due: None
Assignments due: Rough draft: Informal report 1 writing assignment
In-class: Peer review and edit session for informal report 1 writing assignment,
drafting session
Handout: None

Class 16 - 7/18 - Informal Reports
Readings due: None
Assignments due: Final draft: informal report 1 writing assignment, rough draft:
informal report 2 writing assignment
In-class: Peer review and edit session for informal report 2 writing assignment,
drafting
session
Handout: None

Class 17 - 7/20 - Informal Reports, Formal Reports
Readings due: Technical Communication 293-304
Assignments due: Final draft: informal report 2 writing assignment
In-class: Production of formal proposal report plan, library research session to gather
formal report materials
Handout: Formal proposal report writing assignment, Library research assignment

Class 18 - 7/22 - Formal Reports

Readings due: Technical Communication 313-336, 347-351, Research source
documents

Assignments due: Formal proposal report library research assignment, Formal

proposal report plan
In-class: Reading Quiz 8: 293-304, 313-336, 347-35Drafting session for formal
report, research integration discussion, Q&A session
Handout: None

Class 19 - 7/25 - Formal Reports
Readings due: None
Assignments due: Rough draft: formal proposal report writing assignment
In-class: Peer review and editing session for formal proposal report writing
assignment
Handout: None

Class 20 - 7/27 - Formal Reports




Readings due: None

Assignments due: Final draft: formal proposal report writing assignment
In-class: Preview of oral presentation guidelines and requirements

Handout: Oral presentation assignment

Class 21 - 7/29 - Oral Presentations
Readings due: Technical Communication 487-503
Assignments due: Reading Quiz 9: 487-503
In-class: Discussion of readings
Handout: None

Class 22 - 8/1- Oral Presentations

Readings due: None

Assignments due: Oral presentation topic, Oral presentation plan with speech on
note cards

In-class: Peer review: bring 3 copies of oral presentation plan and 2 copies of oral
presentation note cards, discussion of preparing oral presentations: outlines,
visual aids

Handout: None

Class 23 - 8/3 - Oral Presentations
Readings due: None
Assignments due: Oral presentations and peer critiques
In-class: Oral presentations
Handout: None

Class 24 - 8/5 - 8/5 - Final Exam
Readings due: None
Assignments due: Portfolio
In-class: Final exam
Handout: None

NOTES:

This tentative course outline/schedule may be revised as needed to meet the needs of this
particular class.



