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ENC 1210, Technical Communication - Online
Spring 2014, CRN 21319
Professor Erin O’Brien




Phone: 407-582-2496
Office: East Campus, 4-242


Email: eobrien
@valenciacollege.edu
Office Hours: TBA
Required Texts: 


Handbook of Technical Writing, Tenth Edition. Gerald J. Alred, Charles T. Brusaw, and Walter E. Oliu
Course Description: Below is the 2011 – 2012 Valencia Community College Catalog course description for Technical Communication:
 

Prerequisite: ENC 1101 or ENC 1101H or IDH 1110

Emphasis on clear, simple and precise English. Writing of business letters, office memos, technical reports, proposals and recommendations. Practice in collecting and organizing data and preparing report formats. Includes oral reports and interview techniques. (264)

Major Learning Objectives

The student will 

1. write and document a business proposal, successfully applying all rules dictated by the MLA;

2. work individually and with a collaborative team or partner to design, write and present a variety of technical documents, demonstrating usability and persuasiveness;

3. analyze, synthesize, explicate and critique business communications; 

4. express an appreciation for and understanding of the ethical responsibility of issues presented by each document;

5. recognize and develop a variety of graphics to show data.

Valencia College Core Competencies

In addition to specific Composition II objectives, this course will also reinforce, in whole or in part, the following competencies:         

1. Think: Think clearly, critically, and creatively. Analyze, synthesize, integrate, and evaluate in many domains of human inquiry.

2. Value: Make reasoned value judgments and responsible commitments.
3. Communicate: Communicate with different audiences using varied means.

4. Act: Act purposely, reflectively, and responsibly.

Course Policies 
The following course policies, which are consistent with the general policies of Valencia College, will answer many questions in advance. Please read the policies carefully, ask questions if the details are unclear, and refer to them as needed. Click here to review an expanded list of Valencia policies.
Academic Correspondence

Even though this course is conducted online, you must remember that this is an English Business Communication course. Although you may know shortcuts and abbreviations that are part of today’s computer culture, your classmates and I will expect to read professional communication.  You must adhere to the rules of grammar, punctuation and capitalization for all academic correspondence, including communication with me or group members via email and on the class discussion board. Your grade depends on it.
Pause before you hit send:
Please remember that once you send an email, it cannot be unsent; therefore, I encourage you to follow these guidelines before hitting the send button:

1. Proofread the message to be sure it is grammatically correct and properly capitalized.

2. Be sure to use the spellchecker.

3. Consider the tone and audience of your message. For example, if you receive a graded paper that scored less than you expected, give yourself 24 hours to re-examine the paper, the grading rubric and my comments before you respond. This will prevent embarrassing messages which cannot be unsent. 

Poorly written or rude correspondence will be returned unanswered until you correct the grammar, punctuation and capitalization errors. When you email me, please contact me through Blackboard; I generally respond within 24 hours, Monday – Friday.

Academic Honesty

Students must do their own work; there are no exceptions.  Plagiarism is against the policies of Valencia Community College and violates the basic moral principles of western civilization. Students who plagiarize or cheat in any way, intentionally or unintentionally, will automatically receive a ZERO on the assignment, risk dismissal from this class and expulsion from the college. Be sure to review the linked explanation of Academic Integrity and definitions of Plagiarism.

ATLAS Policy

Although I will usually communicate directly with students via Blackboard course email, I will sometimes need to communicate directly with students through ATLAS; however, I will not make the ATLAS class message board or chat rooms available. My preferred method of communication is Blackboard course email.

Attendance Policy

In short, it is impossible to pass the course without consistent participation. Because this class meets online, initial attendance is measured by the successful submission of the first two assignments by their due dates. Both assignments are available within the Course Orientation:

1. Course Overview Quiz - students can take the quiz as many times as needed before the due date and must get all of the answers correct.
2. Submit the Syllabus Contract email using course email.
Students who fail to complete these two assignments on time will automatically be withdrawn from the course as a "no-show." 

Thereafter, if a student wishes to withdraw from the course before the withdrawal deadline, it is his or her responsibility to do so; otherwise, missed assignments earn a zero. In addition, if a student fails to withdraw from the course and fails to complete the Final Exam on time, the student’s final grade will automatically be an F.
Blackboard 

The course will be conducted through Blackboard.  There you will find instructions for all assignments. Please pay special attention to strict due dates posted within each Learning Unit. You can access the course by going to http://learn.valenciacollege.edu; your Blackboard ID and password is the same as your Atlas user ID and PIN number.
Email Policy

In order to minimize the risk of computer-virus transfers, I will read and answer student e-mail only when the source of that e-mail is a student's Atlas account or sent through Blackboard course email. I will delete, without reading, e-mail from all other sources. 

Grading Policy

Usually, assignments will be graded within 5 – 7 business days; however, the turnaround time may be slightly longer on longer assignments. 

Discussion Board Assignments

I do not give specific feedback on discussion board postings. However, you should be able to review the graded submission recognizing most if not all of the errors using the Discussion Board Checklist that I will refer to when reading these assignments. When grading the assignments, I look at several areas: 

1. I check to ensure the assignment was completed by the due date. Discussion board postings are not accepted late; consequently, I will only grade the postings that were completed by the due date. For example, if only the initial posting is completed on time, I will grade that posting and assign a percentage of the total points allotted for that component of the assignment.  Similarly, if the initial posting is submitted late, I only grade and assign points to the responses to classmate postings. Usually, the initial posting is worth 70% of the total points and the responses are worth 30%.

2. I consider whether or not you followed the instructions of the assignment. For example, if the instructions ask for one paragraph, be sure your response is in one paragraph because taking all of the questions I ask and creating one comprehensive paragraph strengthens your paragraph writing skills. Following the instructions also means posting the discussion board responses in the appropriate submission box unless instructed otherwise; text attachments will not be read.

3. I look at the content for two things: evidence that you read and comprehended the assignment and evidence of critical thinking. This means that I ensure that all initial postings are unique and include supporting ideas that have not already been used by another student (see the Academic Honesty policy). 
4. I look at the grammar. I evaluate the grammar as polished, acceptable, weak or very poor based on the Discussion Board Checklist. 
a. polished means you demonstrated above average writing skills, using a variety of sentence structures and making advanced word and punctuation choices; 
b. acceptable means you demonstrated average college level writing skills; 
c. weak means you showed obvious repetitive problems in your writing but ultimately they do not prevent effective communication; 
d. and very poor means the errors are so frequent that they actually prevent communication of your ideas.
5. Finally, I check to ensure you cited all paraphrases, summaries and direct quotations from outside sources, including the reading assignment, according to current MLA Guidelines. Failing to do so will automatically cause the initial posting to receive an F.

The grading scale for discussion boards postings is based on simple percentages; for example, if the assignment is worth 30 possible points: 28.5 = 95%, 27 = 90%, 25.5 = 85%, 24 = 80%, etc. The points are adjusted according to the total value of the assignment.

If you want more detailed feedback on a discussion board grade, I will provide that after you examine your writing by going over the Discussion Board Checklist and explain to me the problem areas you can identify.
Technical Writing Assignments
When grading your assignments, I will use the corresponding revision checklist provided within the course. In addition, I will highlight grammar errors and direct you to the “Style and Usage Guide” because it is essential that you learn to find and correct errors in your own writing. If you want more feedback on your writing, I will provide that once you examine your writing using the same checklists and guidelines, and explain to me the problem areas you can identify.
Grammar

Opinions vary about the best way to teach grammar. Some educators believe grammar should be taught as a separate topic using grammar exercises, quizzes, and similar practices; others believe grammar is best understood in the context of the writing. I believe combining the two works best. 

Each of you will have strengths and weaknesses in some area of your writing; however, the strengths and weaknesses will vary from person to person, so my instruction and recommendations will be made individually. What that means for you is that although I will identify grammar errors in your writing and suggest that you review specific skills or rules of grammar, I will not assign or collect grammar exercises for a grade. Instead, it will be your responsibility to utilize the “Style and Usage Guide,” to complete practice exercises like those you can find at GrammarBytes, or consult with an instructor in the Writing Center. However, if you need additional assistance, please contact me for an appointment.

Grading Scale

Individual grades will be calculated by totaling the number of points earned during the semester. There are at least 1000 possible points. In calculating grades at the end of the semester, the following number-to-grade scale will be used: 1000-900 points = A; 899-800 points = B; 799-700 points = C; 699-600 points = D; below 600 points F. 

You can assess your progress in the course by reviewing your scores in My Grades.

Late Policy

Online courses require ADVANCED organizational and time management skills, and it is essential that you pay attention to small details. Even though the course is conducted in cyberspace rather than in a traditional classroom, you still have to attend class (log on) at least three times a week, sometimes more because all course assignments have strict due dates. No assignments will be accepted late for any reason; I will not make exceptions to this policy, so please do not ask.

****A Special Note About Computers:  Even though computers and word-processing software are marvelous time and energy-saving devices, they can and do cause problems with the production of your documents.  Please be aware that a broken or ill-functioning computer, or the inability to retrieve, produce or submit your assignments from a computer will not be accepted as a valid excuse for a document that is submitted late.  I advise you to save all your documents to both a zip drive and your hard drive.  You may also want to email a copy to yourself.
Note to Students with Disabilities 

Students with disabilities who qualify for academic accommodations must provide a letter from the Office for Students with Disabilities (OSD) and discuss specific needs with the professor, preferably during the first week of class.  The Office for Students with Disabilities determines accommodations based on appropriate documentation of disabilities.

Withdrawal Policy
Per Valencia Policy 4-07 (Academic Progress, Course Attendance and Grades, and Withdrawals), a student who withdraws from class before the withdrawal deadline will receive a grade of “W.”  A student is not permitted to withdraw after the withdrawal deadline.  A faculty member MAY withdraw a student up to the beginning of the final exam period for violation of the class attendance policy. A student who is withdrawn by faculty for violation of the class attendance policy will receive a grade of “W.”  Any student who withdraws or is withdrawn from a class during a third or subsequent attempt in the same course will be assigned a grade of “F.”  To review the complete policy, go to Academic Policies and Procedures in the Valencia College Catalog.
If you do not withdraw from the course and fail to take the course final examination, your final grade will automatically be an F. In addition and as explained under the Attendance Policy, Students who fail to complete the Course Overview Quiz and submit the Syllabus Contract via Blackboard course email on time (first week of class) will automatically be withdrawn from the course as a “no show.”
Assignments 
Document Formatting Requirements
All writing assignments must be submitted in Blackboard by 11:59 p.m. on the due date unless otherwise indicated. Assignments must be formatted the following way:

a) Formatted and spaced according to document requirements explained in the course text

b) Using size 12 Arial, Calibri, Cambria or Times New Roman font, unless otherwise noted
Course Syllabus Quiz is worth 25 points and must be completed on time, earning 100% to prevent being withdrawn from the course as a no-show.

Discussion Board Postings are worth approximately 75 possible points toward the final grade. Discussion board postings have two due dates, which are given in the title of the discussion board. The first date is the due date for your initial posting, and the second date is the due date for your responses to your classmates’ postings.
For more details on discussion board assignments, see the “Guidelines for Posting to Discussion Boards” posted in Unit 1.
Assigned Reading Questions/ (Also take place via the Discussions tool) (ARQs) are worth approximately 100 possible points toward the final grade. Students will submit one unique, grammatically correct question, along with the correct answer and the page citation, to the corresponding discussion board for approximately 10 reading assignments. These questions will be used to develop the final exam. 

Technical Writing Assignments are listed below along with the corresponding point values. They are intended to reflect the most common forms of technical communication and are worth a total of 700 points toward the final grade:

Memo (50 points)
Technical Definition (50 points)
Resume & Cover Letter (150 points)
Visual Portfolio (100 points)
Team Project: (200 points)
Formal Proposal: (150 points)
Final Exam is worth 100 possible points toward the final grade. Late final exams will not be accepted, under any circumstances; if the student fails to submit the final exam by the due date and time, the student will automatically receive an F in the course.

Note: Optional opportunities to earn extra points may be offered throughout the course. If so, students will be informed of optional assignments via course email and course announcements.  All optional assignments will be available to all students; optional assignments will not be accepted late.
Course Policies
· Academic honesty policy

· Attendance policy (If you withdraw for attendance, you must include the number of absences that are excessive; online instructors must explain how attendance is taken). Reminder: All instructors are required to take attendance; however, attendance does not have to be connected to grades.

· No-Show Procedure. (Online instructors must also define an academic assignment and due date to determine No Show status.) 

· Withdrawal policy

Per Valencia Policy 4-07 (Academic Progress, Course Attendance and Grades, and Withdrawals), a student who withdraws from class before the established deadline for a particular term will receive a grade of “W. A student is not permitted to withdraw after the withdrawal deadline of March 21 , 2014.  A faculty member may withdraw a student up to the beginning of the final exam period for violation of the class attendance policy.  A student who is withdrawn by faculty for violation of the class attendance policy will receive a grade of “W”.  Any student who withdraws or is withdrawn from a class during a third or subsequent attempt in the same course will be assigned a grade of “F.”  If you do not intend to complete the course, you must withdraw yourself prior to the withdrawal date. Review the complete policy at http://valenciacollege.edu/generalcounsel/policydetail.cfm?RecordID=75.

· Office for Students with Disabilities disclaimer

Students with disabilities who qualify for academic accommodations must provide a Notification to Instructor (NTI) form from the Office for Students with Disabilities (OSD) and discuss specific needs with the professor, preferably during the first two weeks of class. The Office for Students with Disabilities determines accommodations based on appropriate documentation of disabilities.

· Student assistance program information

Valencia College strives to ensure all our students have a rewarding and successful college experience.  To that purpose, Valencia students can get immediate help with issues dealing with stress, anxiety, depression, adjustment difficulties, substance abuse, time management as well as relationship problems dealing with school, home or work.  BayCare Behavioral Health Student Assistance Program (SAP) services are free to all Valencia students and available 24 hours a day by calling (800) 878-5470. Free face-to-face counseling is also available.
· Links to the College Catalog, Policy Manual, and the Student Handbook 

College Catalog - 
· " 
http://www.valenciacollege.edu/catalog/ (includes a full description of all VC policies) 

Policy Manual - http://www.valenciacollege.edu/generalcounsel/
Student Handbook - http://valenciacollege.edu/studentdev/CampusInformationServices.cfm
· Classroom policies (food, cell phone, etc.)
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