English 308: Syllabus

Course Description

English 308 offers junior- and senior-level students the opportunity to develop their use of the rhetorical strategies and communications technologies appropriate to technical writing situations. Students will plan, create, and user-test a range of individual and collaborative projects including, but not limited to, technical documentation, proposals, reports, job materials, and other technical genres. Project management, documentation plans, style guides, and usability testing are just some of the topics studied in English 308. Through client-based projects, simulations, and/or case studies, students will analyze and reflect upon the role of communication practices in a range of technical settings. Students can expect to engage in reading discussions, daily assignments, on- and off-campus research, technology use, and oral reports. Prerequisites: Completion of first-year composition or its equivalent.
Course Objectives
The approach of this course is a decidedly rhetorical one.  That is, in each course project, you will consider the purposes, audiences, and your role(s) as author.  The course emphasizes the changing technical writing environment and its role(s) within the workplace.  

From the variety of majors represented in this course to the inclusion of more electronic media in workplace environments, technical writing as a category is marked by diversity.  Keeping in mind this diversity, in our course you will learn to:

· Understand the role(s) of technical writers through contextual research and analysis.

· Conduct field, electronic, and library research to develop course projects.

· Collaborate with your colleagues in self-directed project teams.

· Work with clients to complete writing projects for the course.

· Participate in the development of a range of written genres including professional emails, print-based and electronic resumés and job materials, proposals, reports, and other written materials.

· Use technology to plan, develop, and support individual and peer projects.

Required Text

· Alred, Gerald J. (2009).  Handbook of Technical Writing (9th ed.).  Boston, Bedford/St.Martin’s. 

Required Materials 

· $15-$20 dollars for printing, copying, and producing costs.

· Storage Space (3.5” floppy, Zip disk, CD-R or CD-RW, jump drive).

· A University of Arizona NetID.

· Access to a computer outside of class with the following:

A printer

The Internet (or as Congress prefers, the Inter Webs, a series of tubes, in the sky, I believe)

Adobe Reader 

Microsoft Office

Dreamweaver or any program that allows manipulation of web pages

Note: A fundamental assumption of this course is that an increasing amount of workplace writing will take place online—not merely as documents word processed then printed out, but in E-mail, realtime remote discussion, and other forms.  In order to learn to communicate more effectively online, much of your work in this course will rely on email, listserv, the Web, and other electronic media.  In fact, the bulk of your course materials, such as syllabus, schedule, and project guides will be made available to you through Desire2Learn (http://d2l.arizona.edu).

Course Policies

Attendance & Punctuality

Attendance is mandatory! Composition courses are workshop classes that include in-class writing, peer and group work, and conferences. Therefore, students should not be late and should not miss class.  Any class work missed as a result of tardiness or absence is the student’s responsibility to make up, if the instructor allows make-up work.

The Writing Program has a strict attendance policy that states students who miss more than 2 days of a T, R course may be dropped within the first 8 weeks with a “W.”  Each absence beyond the allowed 2 days will result in a 1% deduction from a student’s final grade if that student remains in the course.  Students may also fail during the second half of the semester for excessive absences. 

Attendance includes all required meetings—class sessions, student-instructor conferences, client meetings, and peer meetings.  Missing any required meetings counts as an absence.  Keep in mind that since you will be working collaboratively with peer and community partners, you also will be required to attend any scheduled out-of-class meetings with your team and client to complete course assignments.  

Being late to class or leaving early is disruptive and unprofessional. Tardiness of more than fifteen minutes or leaving early will count as an absence.  If you are consistently tardy and/or have trouble keeping up with the work, I encourage you to drop the course. If you know you will not be able to make it to class, contact me and your team members as soon as possible.  Being absent is not an excuse for not turning in an assignment.  You are responsible for contacting your team in the event of an absence to make arrangements to do your share of the team’s work. 

All holidays or special events observed by organized religions will be honored for those students who show affiliation with that particular religion.  Dean’s excuses will be honored for approved events.

Technology Requirements

In our class, you should expect to engage in quite a bit of computer work this semester.  The main form of communication as well as planning and production of documents will rely on the computer.  Thus, in order to participate fully in the course, you should be able to use or learn to use the technologies listed below:

· Microsoft Office Applications, particularly Word, PowerPoint, and Publisher or Aldus Pagemaker (otherwise known as RageMaker); Dreamweaver or the like.

· Adobe Photoshop or other photo-manipulation software.

· Netscape Communicator, Internet Explorer, or Mozilla Firefox.

· UA E-mail program which allows you to send and receive email attachments during computer class sessions.

Technology Responsibilities

Because the exchange of information and materials in this class will be largely electronic one, familiarity with certain technologies is crucial for participation and success in the course.  Thus, you should be able to attend to the responsibilities in the list below.  If you need any assistance now or at any point during the semester, please do not hesitate to ask me.

· You are expected to back-up all drafts of all files; that is, you should save each new draft under a new filename on a disk (3.5” floppy, zip disk, flash drive, CD-R/CD-RW) or via E-mail.

· You are expected to become proficient with your University E-mail account (including sending and receiving attachments) and web browsing.

· You are expected to read all course update messages posted to D2L.

· You are expected to check the calendar on d2l before the beginning of each class.

· You are expected to become more proficient with unfamiliar computer technologies and applications, such as PowerPoint, Publisher, Dreamweaver, and Adobe Photoshop.

Collaborative Work

Collaborative work is a major element of our course.  In fact, many projects will require you to act as either co-developer and/or co-author.  You and your team members are responsible for updating one another and me about assignment progress.  In addition, you are responsible for negotiating all aspects of your work, including planning, drafting, revising, file managing, and scheduling of tasks.  You will also evaluate your own and your peers’ participation in collaborative projects, and thus, you should maintain detailed daily notes and records about your work.  I will use these evaluations in my determination of individual grades for collaborative projects.  In general, all members of a team receive the same grade. There are instances, however, where one or more team members are otherwise unprofessional and/or unproductive.  Should these cases occur, I reserve the right to lower grades for poor performance. 

Writing Assignment Requirements

· In-class and out-of-class writing will be assigned throughout the course. Students not in class when writing is assigned are still responsible for completion of the assignment when due.

· Late work will not be accepted without penalty unless students make arrangements for an extension before the due date.

· Students are required to keep copies of all drafts and major assignments until after the end of the semester.

· Drafts must be turned in with all projects. Drafts should show significant changes in purpose, audience, organization, or evidence.

· Final copies should be formatted according to the project guidelines. If not directly stated on the assignment sheet, all projects should be appropriately titled and word processed using Times or Times New Roman 12-point font, double spacing, and continuous pagination.

Professional Quality of Work

You are expected to produce high-quality, professional documents that are appropriate for specific technical writing situations.  As stated above, your documents should have appropriate margins, spacing, and formatting for the type of document you are submitting.  Additionally, your assignments should be printed at least in a minimum standard of 300 dpi.  Laser printing is recommended.  Finally, there should be no obvious last-minute changes to the work (i.e. use of white-out or hand-written information).

Late and Incomplete Work

If you must miss a scheduled class meeting, you are not excused from the work due at or accomplished during that class session.  You should make arrangements to turn in your work in advance of your absence or before 5pm on that same day.  

If a serious and unavoidable problem arises, however, you should contact me prior to the deadline to determine whether or not an extension for the work will or will not be granted.  An extension of a deadline is a privilege not a right, and therefore, is based upon my judgment of what is reasonable and fair.  Computer problems are not an acceptable excuse for a late assignment, so remember to back-up your work multiple times.

Late work without prior arrangements will result in a 10% deduction per day that the document is late, including non-class days and weekends.

A grade of an “I” for incomplete will only be assigned in extreme cases and where a majority of the work for the course has already been completed.  Please see the University of Arizona’s incomplete policy for more details: http://www.registrar.arizona.edu/gradepolicy/incomplete.htm.

Academic Integrity

Projects in this course focus on your own experiences as a professional and your collaborations with peers.  Taking credit for the work of others or cheating in any form will not be tolerated.

All UA students are responsible for upholding the Code of Academic Integrity, available through the office of the Dean of Students and online at http://dos.web.arizona.edu/uapolicies.

Because a variety of research methods will be used in our course and your crediting of those sources is vital, we will discuss various citation methods used to produce professional writing documents, which is APA.  If you have any questions about citing sources or collaborating with your peers, please feel free to contact me.  Please note that submitting an item of academic work that has previously been submitted without fair citation of the original work or authorization by the faculty member supervising the work is prohibited by the Student Code of Conduct.

Class Conduct

All UA students are responsible for upholding the Student Code of Conduct’s policies on disruptive behavior in an instructional setting of which the classroom applicable information can be read online at http://web.arizona.edu/~policy/disrupt.shtml.  Students are also responsible for knowing the policies on threatening behavior found at http://policy.web.arizona.edu/~policy/threaten.shtml.

Disabilities Accommodations

Students with disabilities who require reasonable accommodations to fully participate in course activities or meet course requirements must register with the Disability Resource Center (DRC). If you qualify for services through DRC, give me your letter of accommodations as soon as possible. If you anticipate accessibility issues related to the format or requirements of the course, please meet with me so we can discuss solutions. If you plan to use reasonable accommodations, you must register with DRC and self-identify through the established process.  For more information on registering with the University of Arizona’s Disability Resource Center, please visit http://drc.arizona.edu or call 621-3268.

Course Content

If any of the course materials, subject matter, or requirements in this course contains materials that are objectionable to you, speak to me.  Usually the resolution will be to drop the course promptly.

Add/Drop Dates

The last date to add a composition course is Monday, January 26th by 12pm.  The last date to drop this course with no record is Tuesday, February 10th.  The last date to drop this course with “W” is Tuesday, March 10th.  

Assignments
Technology Access Memo (individual)

5%

Unit 1: Quick Reference Card Project (collaborative)

15%

Unit 2: Redesign Project (collaborative)

40%

Unit 3: Formal Report (individual)

20%

Unit 4: Reflection Memo (individual)

10%

*Throughout: Quizzes & Reading Responses (Individual)

5%

*Throughout: Professional Communication, E-mails, etc.

5%

Because genres will vary widely across projects, formatting guidelines will be given for each of the major assignments.


Grading

Grades will consider the following aspects of writing, in the context of a particular assignment: purpose, audience, content, expression, organization, development of ideas, document design, mechanics, and maturity of thought.

You must complete all of the projects and their components to pass the course.  Further, I will not accept a paper for a grade without first seeing a draft.

For each project, you must submit multiple components (including preliminary assignments, research notes, drafts, etc.).  For the specifics of each unit, see our course website (http://d2l.arizona.edu).

All assignments will be graded on the standard letter-grade scale:

A = 100-90 points


B = 89-90 points


C = 79-70 points


D = 69-60 points


E = 59 points or below

Note: The policies in this syllabus are considered contractual at the University of Arizona.  If you remain in the class after day one, you have agreed to all that is required.  The details of the syllabus & schedule—other than the grading and absence policies—are subject to change, without advanced notice.  Consult the Department of English web site for policies (with hyperlinks) concerning undergraduate courses: http://w3.arizona.edu/~engladv/pols.html and http://w3.arizona.edu/~english/.


Semester Calendar

	Weekly Calendar
	In Class
	For Class

	Week 1

Unit 1

Th 1/15
	· Review the course syllabus & semester calendar.

· Introduce the field of technical writing.

· Discuss the technology access memo.

· Peer review memos on D2L.
	· FOR TH: Draft technology access memo; read Alred pp. 328​–332; read Memo page on Class Website; D2L discussion—upload draft of memo to D2L by Fri/Sat; Respond to 3 by Sunday night; Revise memos based on feedback.

	Week 2

Unit 1

Tu 1/20

Th 1/22
	· Submit technology access memo for grading (bring electronic copy and hard copy).

· Introduce Unit 1: Quick Reference Project.

· Introduce and analyze sample quick reference cards.

· Discuss the audience for the quick reference cards.
	· FOR TU: Complete and bring technology access memo to submit

· FOR TH: Complete readings for class

	Week3

Tu 1/27

Th 1/29
	· Continue working on documentation memo.

· Peer and/or instructor review documentation memo.

· Revise the documentation memo based on peer and/or instructor feedback.
	· FOR TU: come prepared to continue working on documentation memo
· FOR TH: peer review documentation memo for revision

	Week 4

Tu 2/3

Th 2/5
	· In-class discussions on definitions, descriptions, and/or instructions.

· Introduce students to the drawing toolbar in MS Word and/or the design features in MS publisher.

· Begin working on the design template.

· Assign articles on graphics and document design (optional).
	· FOR TU: Come to class prepared to work on the design template
· FOR TH: work on design template

	Week 5

Tu 2/10

Th 2/12
	· In-class discussions on definitions, descriptions, graphics, and document design.

· Peer and/or instructor review the design template.

· Revise the design template based on feedback.

· Begin the quick reference card.

· Tu 2/10 last day to drop with a deletion of course
	· FOR TU: come prepared to review design template in class

· FOR TH: revise design template based on feedback; in class begin prep for quick reference card.

	Week 6

Tu 2/17

Th 2/19
	· Continue working on the quick reference card.

· Alred 543–545; 185

· Develop a small-scale usability test for the quick reference card.
	· FOR TU: Come prepared to work on the quick reference card.

· FOR TH: Come to class prepared to design usability test for the quick reference card

	Week 7

Tu 2/24

Th 2/26
	· User test the quick reference card.
· Revise the quick reference card based on user feedback.

· Individual or group conferences with the instructor about the quick reference card.

· Assign Unit 2: Redesign Project
	· FOR TU: come to class prepared to user test the quick reference card.
· FOR TH: revise the quick reference card; groups come to conferences with revisions; receive Unit 2: Redesign Project

	Week 8 

Unit 2

Tu 3/3

Th 3/5
	· Submit Unit 1: Quick Reference Project materials (documentation memo, the design template, and the quick reference card) for grading.

· Discuss Unit 2: Redesign Project.

· Distribute redesign project options.

· Bid on redesign project options; Place students into redesign teams based on their rankings of organizations.

· Consider audience analysis questions based on students ideas for documentation projects.
	· FOR TU: Complete and bring Unit 1: Quick Reference Project materials (documentation memo, the design template, and the quick reference card) for grading

· FOR TH: Come ready to bid on redesign projects; create redesign teams; work on project 

	Week 9

Tu 3/10

Th 3/12
	· Begin field research component for redesign project.

· Review and discuss the style guide.

· Create the style guide for the organization.

· Assign articles, chapters, and/or handouts on proposals (optional)

· Tu 3/10 Last day to drop with a W
	· FOR TU: teams plan and begin field research.

· FOR TH: Come to class prepared to review progress and begin work on style guide

	Tu 3/17

Th 3/19
	· No Classes Spring Recess
	· Finish the style guide.
· Read XXX re: Discuss the proposal component for the redesign project.

	Week 10

Tu 3/24

Th 3/26
	· In-class discussions on proposals.

· Begin writing the proposal.

· Peer review the proposal.

· Revise the proposal based peer feedback.

· Assign articles, chapters, and/or handouts on presentations (optional).
	· FOR TU: Bring completed style guide; Discuss and draft proposal using handouts from week 9

· FOR TH: Bring draft of proposal to class, peer review in class and revise over weekend

	Week 11

Tu 3/31

Th 4/2
	· Conference with instructor on proposal and the style guide.

· Revise the proposal and style guide based on instructor feedback.

· Submit the final, revised proposal to the instructor (“client”) for approval

· Begin working on your unit 2 deliverable(s) once you have gained approval from the instructor (“client”).

· In-class discussions on presentations.

· Introduce presentation and deliverable(s).

· Workshop—students decide whether to work on the deliverable(s), or presentation.

· Assign articles, chapters, and or handouts on reports and interviews (optional).
	· FOR TU: via D2L Conference with instructor on proposal and the style guide; Revise the proposal and style guide based on instructor feedback

· IN CLASS TU: Submit the final, revised proposal to the instructor (“client”) for approval; Begin working on your Unit 2 deliverable(s) once you have gained approval from the instructor (“client”).

· FOR TH: Bring drafts of Unit 2 deliverables to class; Continue working on Unit 2 Deliverables, prepare for presentations.

	Week 12

Unit 3

Tu 4/7

Th 4/9


	· Discuss Unit 3: Formal Report
· Discuss articles, chapters, and or handouts on reports and interviews (optional). 

· Submit Unit 2: Give presentations.
	· FOR TU:

· FOR TH: Prepare and give presentations

	Week 13

Tu 4/14

Th 4/16
	· Create, conduct, and transcribe an interview with a professional in the student’s major or career field.

· Begin writing formal report once the interview transcript is complete.

· Workshop—students decide whether to work on the deliverable(s) or formal report components.

· Discuss usability testing.

· Usability test the unit 2 deliverable.
	· FOR TU: Complete the interview by Tuesday Class, draft formal report using transcript; In class work on deliverable(s) or formal report components.

· FOR TH: Usability test the Unit 2 deliverables.

	Week 14

Unit 4

Tu 4/21

Th 4/23
	· Peer and/or review Unit 3: formal report.

· Revise formal report based on peer and/or instructor feedback.

· Submit deliverable(s) and presentation materials for grading.

· Assign Unit 4: Reflection Memo.
	· FOR TU: Finish draft and bring formal report for peer editing and class review.

· FOR TH: Finish and bring deliverable(s) and presentation materials

	Week 15

Tu 4/28

Th 4/30
	· Peer review reflection memo.

· Revise reflection memo based on peer review.

· Submit Unit Formal Report Materials (interview transcript and formal report) for grading.
	· FOR TU: Finish and bring draft of reflection memo.

· FOR TH: Finish and bring Unit Formal Report Materials (interview transcript and formal report)

	Week 16

Tu 5/5

Fri 5/8 Finals Begin
	· Submit Unit 4:Reflection Memo for grading.
	· Kick back, pat yourself on the back, relax, though not too much because you have other hard classes, I’m sure.


Instructor Information


Instructor: Heather Ordover


Office: CCIT O3


Office Hours: 9:30am–10:30am T/R


Email: Ordover@email.arizona.edu


Message/txt: 917-599-7701


1077 N. Highland Avenue


Tucson, AZ 85721-0073








Course Information


Course: ENGL 308 SEC 001


Location: CCIT Lab


Time: 8am T/R


Website: www.u.arizona.edu/~ordover/�ENGL308/Syllabus 


Also


http://d2l.arizona.edu











