Casper College Course Syllabus

English 0465-01 Writing for the Trades

Semester: 2008 Fall Semester

Lecture Hours:  1     


Laboratory Hours:  0 


Credits:  1

Class Time:  4:00 – 4:50  

Days:   Tuesday 


Room:   CS 113

Instructor:  Wesley Bertagnole
Office:  AD 110


Phone:  268-2392
E-Mail: wesleyb@caspercollege.edu 

Office Hours: 
8:00 to 9:00 am or by appointment

Course Description:  This course is designed to improve student’s writing performance in the genres of workplace English, as a part of improving their workplace communication skills. It focuses on improved writing skills for real work situations. 

Prerequisite: None 

General Education Objectives:  
As a result of completing general education courses in this area, students will be able to effectively write in the workplace. Students will demonstrate clear written communication skills within the context of their profession.

Methodology:
Students will perform a variety of language-based, work related tasks, including simulated written instructions and descriptions in order to acquire and practice clear communication. Class work will consist of lectures, exercises, group work, and discussion.  

Evaluation Criteria:
Grades are based on attendance, participation, quizzes, in-class assignments, homework, and a daily maintenance log. All writing assignments should be typed for clarity.  If I can't read assignments, I will assume the material is incorrect!!!

Grading Scale:

A – 540-600 points

B – 480-539 points

C – 420-479 points

D – 360-419 points

F – 359 or less points

Grades for the required work will be based on the following points.

Attendance and Participation:

80 points
5 points for each class

Daily Maintenance Log

100 points

Service Reports (3)


150 points
50 points for each of 3 reports

Business Letters (2)


100 points 
50 points for each of 2 letters

Job Application


50 points

Cover Letter



50 points

Resume



50 points

Quizzes (2) 



20 points
10 points for each of 2 quizzes





_____________________

Total Points Possible


600 points

Attendance and Participation (80 points)

1. Just as you would call in prior to an absence on the job, I expect to be notified BEFORE a missed class.

2. For each absence WITHOUT prior notification, 5 points will be deducted from the total points available.

Daily Maintenance Log (100 Points)
Students will be required to keep a daily maintenance log describing their actual work experience in their chosen vocation. This log will contain all the necessary notes for the student to complete their various service reports. Logs should contain full sentences with correct punctuation, spelling and grammar. In order to receive full credit for this assignment, students must average four valid entries each week. 

Service Reports (150 points)

Each student will be required to complete three service reports. These reports will be based on their actual work experience and may be written in conjunction with reports written for other classes. Each report must be complete and must contain complete sentences with correct grammar, punctuation, and spelling. 
Required Text:  A dictionary and thesaurus are strongly recommended. 

Class Policies 

Last Date to Change to Audit Status or to Withdraw with a W Grade: November 14, 2008.

Student’s Rights and Responsibilities:

Please refer to the Casper College Student Conduct and Judicial Code for information concerning your rights and responsibilities as a Casper College student. The instructor reserves the right to make changes to the course calendar and syllabus based on the progress of the students in the class. Class activities, attendance and participation are all important parts of your final grade. What you learn and the degree of skill you achieve are directly related to the quality of your involvement in class activities as well as your attendance.

Chain of Command:  
If you have any problems with this class, you should first contact the instructor in order to solve the problem. If you are not satisfied with the solution offered by the instructor, you should then take your problem through the appropriate chain of command starting with the department head, then the division chair, and lastly the vice president for academic affairs.

ADA Accommodations and Policy:  
It is the policy of Casper College to provide appropriate accommodations to any student with a documented disability.  If you have a need for accommodation in this course, please contact Brent Heuer in his office in the Administration Building, room 112A.  You may also contact him at 307-268-2557 or email him at bheuer@caspercollege.edu. You should also speak with your instructor about needed accommodations as soon as possible.

Academic Dishonesty – Cheating and Plagiarism: 

Casper College demands intellectual honesty.  Proven plagiarism or any form of dishonesty associated with the academic process may result in the offender’s failing the course in which the offense was committed or expulsion from school.  See the Casper College Student Code of Conduct.  

Calendar or schedule indicating course content:
Date


Topic




Aug. 26

Orientation and Syllabus Review

Sept. 2


Eight Parts of Speech

Sept. 9


Sentence Structure

Sept. 16

Punctuation and Capital Letters

Sept. 23

Run-on Sentences and Fragments

Sept. 30

Commonly Misspelled Words

Oct. 7


Words that are often Confused

Oct. 14


Service Report 1

Oct. 21


No class – Fall Break

Oct. 28


Job Application 

Nov. 4


Resumes Cover 

Nov. 11

Cover Letters 

Nov. 18

Service Report 2 

Nov. 25

Introductions to Business Letters 

Dec. 2


Business Letters Continued  

Dec. 9


Service Report 3 

Dec. 16

Daily Maintenance Log due 
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