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SOUTH DAKOTA SCHOOL OF MINES & TECHNOLOGY

DEPARTMENT OF HUMANITIES

ENGLISH 279—TECHNICAL COMMUNICATIONS I                                                  

2008-2009 Academic Year—Spring Semester

Dr. Alfred R. Boysen

1. Course Name, Location, Time: English 279, CB 327, M-W-F: 2:00 to 2:50 

2. Professor Name/Office Location: Dr. Boysen, CB 322, 394-2481, alfred.boysen@sdsmt.edu

3. Office Hours: M-W-F—10:00 to 10:50

4. Drop Day (with W): See University Calendar.

5. Attendance and Plagiarism Policy: See University Catalogue.

6. Administrative and Academic Policy: See University Catalogue.

7. Reference Policy: Prior Permission Required

8. Required Text: Instructional Manual

9. Grading:  2000 Points 

· Departmental Policy: 

· A:  Exceptional: 
100-93  (95%)

· B:  Above Average:
 92-85   (87%)

· C:  Average: 

 84-77   (79%)


· D:  Below Average:
 76-69   (71%)

· F:   Failure:

 68-0     (63%)

· Written Assignments—1600 Points:

· Memorandum:  
100

· Instructions: 
  
100

· Letter/Resume: 
200

· Report:
 

1,200

· Speaking Assignments—400 Points:

· Speech #1:

0

· Speech #2:

0

· Speech #3:

200

· Speech #4:

200


10.   Additional Information:
Students with special needs or requiring special accommodations should contact Dr. Boysen at 394-2481 and/or the campus ADA coordinator Ms. Jolie McCoy at 394-1924 at the earliest opportunity.

10.    Course Description:

ENGL 279 Technical Communications I

(3-0) 3 credits. Prerequisites: English 101 or equivalent and sophomore standing. Introductory written and oral technical communications with emphasis on research and explanations of scientific and engineering topics. 

12.  Freedom in Learning:

Under Board of Regents and University policy student academic performance may be evaluated solely on an academic basis, not on opinions or conduct in matters unrelated to academic standards. Students should be free to take reasoned exception to the data or views offered in any course of study and to reserve judgment about matters of opinion, but they are responsible for learning the content of any course of study for which they are enrolled. Students who believe that an academic evaluation reflects prejudiced or capricious consideration of student opinions or conduct unrelated to academic standards should contact the dean of the college which offers the class to initiate a review of the evaluation.

11. Course Goals and Objectives:

Following, as required by the South Dakota Board of Regents (BOR), is a statement of the general education goals, student learning outcomes, and assessments this course fulfills.

BOR System General Education Goal #1: Students will write effectively and responsibly and will understand and interpret the written expression of others.

Student Learning Outcomes: As a result of taking courses meeting this goal, students will:

1. Write using standard American English, including correct punctuation, grammar, and sentence structure.

Assessment:  Students will:

· Recognize and repair common errors in grammar, punctuation, and usage in their written assignments;

· Apply standard American English and correct grammar, punctuation, and mechanics in written assignments;
· Compose clear and effective sentences and paragraphs that match the assigned writing purpose;

· Improve their mastery of punctuation, grammar, and sentence structure through quizzes, instructor feedback, peer review, and the planning/drafting/revising process used to complete their technical writing assignments.

2. Write logically.

Assessment:  Students will:

· Produce a variety of well organized and effectively designed short, basic documents;

· Use the process of planning, drafting, and revision to take a document from initial conception to final product;

· Improve their mastery of organization and logical writing through class discussions, instructor feedback, peer review, and the planning/drafting/revising process used to complete their technical writing assignments.

3. Write persuasively, with a variety of rhetorical strategies (e.g. expository, argumentative, descriptive).

Assessment:  Students will:

· Produce individual and collaborative documents for a variety of technical, professional, and general audiences;

· Recognize and use appropriate conventional formats and visuals applicable to a variety of short, basic technical documents;

· Improve their mastery of persuasion and rhetorical strategies through class discussions, instructor feedback, peer review, and the planning/drafting/revising process used to complete their technical writing assignments.

4. Incorporate formal research and documentation into their writing, including research obtained through modern, technology-based research tools.

Assessment:  Students will:

· Use the basic research skills and documentation techniques necessary to produce effective written technical communications;

· Exhibit awareness of ethical standards by accurately using sources and formulating text in their papers;

· Improve their mastery of research and documentation methods through class discussions, instructor feedback, peer review, and the planning/drafting/revising process used to complete their technical writing assignments.

BOR System General Education Goal #2: Students will communicate effectively and responsibly through listening and speaking.
Student Learning Outcomes: As a result of taking courses meeting this goal, students will:

1. Prepare and deliver speeches for a variety of audiences and settings.

Assessment:  Students will:

· Analyze the relevant characteristics of their intended audience;

· Prepare and deliver speeches of differing lengths, topics, and purposes for a variety of technical, professional, and general audiences;

· Improve their mastery of audience and setting analysis through class discussion and exercises, peer review, instructor feedback, practice and final speeches.

2. Demonstrate listening competencies including choice and use of topic, supporting materials, organizational pattern, language usage, presentational aids, and delivery.

Assessment:  Students will:

· Recognize the different speech goals and organizational patterns used for informational, demonstration, and/or persuasion speeches;

· Demonstrate in individual and/or collaborative speeches their competency in selecting and using appropriate supporting materials and presentational aids for the intended type of speech and audience;

· Demonstrate in individual and/or collaborative speeches their competency in using appropriate language for the intended type of speech and audience; 

· Incorporate effective delivery techniques, both vocal and nonverbal, for the intended speech and audience in individual and/or collaborative speeches;

· Improve their mastery of choosing and using appropriate topics and organizational plans, supporting materials, language, presentation aids, and delivery techniques through class discussion and exercises, peer review, instructor feedback, practice and final speeches.

3. Demonstrate listening competencies by summarizing, analyzing, and paraphrasing ideas, perspectives, and emotional content.

Assessment: Students will:

· Demonstrate listening competencies through peer review exercises;

· Improve their mastery of listening skills through instructional practices and procedures.
I. ENGLISH 279—EVENTS SCHEDULE 

Section I: January 16, to February 9, 2009—10/39
1. Course Introduction: Objectives, Procedures, Evaluation, Instructional Manual 

2. Report Topic: Selection, Restriction, Research, Presenters

3. Report Writing: Prewriting, Writing, Rewriting, Editing

4. Teams: Formation—Objectives, Procedures, Evaluation

Section II: February 11, to April 17, 2009—23/39
1. Conference #1—100 Points (Memorandum/Preliminary Report): Submit the appropriate document--folder, cover page, dividers--with the following additional elements (Portfolio/Instructional Manual/Reference Guide): 

Section #1—Team Work: Team Memorandum/Team Review; (100—Penalty Points)
Section #2—Individuals Goals Work: Communication Objective Worksheet; (100—Penalty Points)
Section #3—Agreements: Evaluation Agreement and Action Plan; (100—Penalty Points)
Section #4—100 Points—Memorandum: Signed Memorandum Check List, Memorandum, and Memorandum Drafts; 

Section #5—No Action Required; 

Section #6—No Action Required; 

Section #7—No Action Required; 

Section #8—Draft Report #1: Title Page, Letter of Transmittal, Table of Contents, Introduction, Conclusion, and List of References (APA); (100—Penalty Points)
Section #9—No Action Required;

Section #10—No Action Required.

During this instructional activity students will continue to research and write their final report and to work as a team on the speaking projects. Completion Dates—7/23:  February 11-27, 2009
2. Practice Oral Presentation: 

Speech #1—(200 Penalty Points): Submit the following: Outline, Introduction, and Conclusion. This instructional activity may be scheduled out-of-class with each team. Completion Dates—1/23: March 2, 2009
3. Conference #2—200 Points (Instructions/Speech Outline/Preliminary Report): Submit the appropriate document--folder, cover page, dividers--with the following additional elements (Portfolio/Instructional Manual/Reference Guide): 

Section #1—Team Work: Team Memorandum and Team Review; (100—Penalty Points)
Section #2—Individuals Goals Work: Communication Objective Worksheet and Draft Evaluation Memorandum; (100 Penalty Points)
Section #3—Agreements: Evaluation Agreement and Action Plan; (100 Penalty Points)
Section #4—100 Points (Complete): Signed Memorandum Check List, Memorandum, Memorandum Drafts;

Section #5—200 Points—Instructions: Signed Instructions Check List, Instructions, Instructions Drafts; 

Section #6—No Action Required; 
Section #7—Draft Speech Outline #1; (100 Penalty Points)
Section # 8:—Draft Report #2: (WITH CORRECTIONS BY STUDENT FROM CONFERENCE #1) Title Page, Letter of Transmittal, Table of Contents, Introduction, Conclusion, List of References (APA) PLUS Biographical Sketch, Personal Profile, Professional Profile, Institutional; (200 Penalty Points)
Section #9—No Action Required; 

Section #10—No Action Required.

During this instructional activity students will continue to research and write their final reports and to work as a team on the speaking projects. Completion Dates—7/23: March 4-25, 2009
4. Practice Oral Presentation:

Speech #2—(200 Penalty Points): Submit the following: Outline, Introduction, One Development Section, Conclusion, Media. This instructional activity may be scheduled out-of-class with each team. Completion Dates—1/23: March 27, 2009
5. Practice Oral Presentation—In Class: 

Speech #3—200 Points: Submit the following: Outline, Introduction, One Development Section, Conclusion, Media, Approved Presentation Dress. Additionally, each student may be recorded at the time of his/her presentation Completion Dates—7/23: March 30, to April 17, 2009
6. Conference #3—100 Points (Letter/Resume/Speech Outline/Preliminary Report): Submit the appropriate document--folder, cover page, dividers--with the following additional elements (Portfolio/Instructional Manual/Reference Guide): 

Section #1—Team Work: Team Memorandum and Team Review; (100 Penalty Points)
Section #2—Individuals Goals Work: Communication Objective Worksheet and Revised Evaluation Memorandum; (100 Penalty Points)
Section #3—Agreements: Evaluation Agreement and Action Plan; (100 Penalty Points)
Section #4—100 Points (Complete): Signed Memorandum Check List, Memorandum, Memorandum Drafts;

Section #5—200 Points (Complete): Signed Instructions Check List, Instructions, Instructions Drafts; 

Section #6—100 Points—Letter/Resume: Signed Letter/Resume Check List, Letter and Resume, Letter and Resume Drafts; 

Section #7—Draft Speech Outline #2; (100 Penalty Points)
Section #8—Draft Report #3: (WITH CORRECTIONS BY STUDENT FROM CONFERENCE #2) Title Page, Letter of Transmittal, Table of Contents, Introduction, Biographical Sketch, Personal Profile, Professional Profile, Institutional Profile, Conclusion, List of References (APA) PLUS Letter/Resume; (100 Penalty Points)
Section #9—Title Page, Letter of Transmittal, Table of Contents, Introduction, Biographical Sketch, Personal Profile, Professional Profile, Institutional Profile, Conclusion, List of References, Letter/Resume: No Action Required;

Section #10—Final, Completed Media for Final Oral Presentation. (100—Penalty Points)
During this instructional activity students will continue to research and write their final reports and to work as a team on the speaking projects. Completion Dates—7/23: March 30, to April 17, 2009
Section III: April 20, to May 1, 2009—6/39
Final Project—1,400 Points: CORRECTED AND COMPLETED PORTFOLIO (1,200), Speech #4 (200), Approved Presentation Dress, and Presentation Recorded.
​​​​​​


           


II. TEACHING OBJECTIVES

· To be organized, enthusiastic, accessible, respectful, and professional in the presentation of instructional materials;

· To involve students in the learning process inside and outside of class;

· To encourage students to be involved in the classroom activities;

· To systematically place a greater responsibility for learning on the student; and finally,

· To design an evaluation system that is fair and rewards those students who are seriously committed to their studies.
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III. STUDENT COMPLIANCE AGREEMENT

By continuing my enrollment in English 279—Technical Communications I, I agree to the following academic conditions:

· Attend class in compliance with the policy stated in the instructional manual (p. 14) and this document or accept the reduction in point totals allowed by the instructional manual (p. 15) and this document;* 

· Attend scheduled conferences and complete required projects in compliance with the policy stated in the instructional manual (pp. 14-15) and this document or accept the reduction in point totals allowed by the instructional manual (p. 15) and this document;*  

· Attend team meetings in compliance with the policy stated in the instructional manual (p. 20) and this document or accept alternative assignment(s) prescribed by the professor;*

· Accept oral and written feedback given by Dr. Boysen and/or a member of the class in evaluating the speeches and/or reports required in this course;*

· Accept the grading standard outlined in the instructional manual: 93%--A: Exceptional (2,000-1,860); 85%--B: Above Average (1,859-1,700); 77%--C: Average (1,699-1,540); 69%--D: Below Average (1,539-1,380); 0%--F: Failure (1,379-0);*

· Accept an appointment time assigned by Dr. Boysen to complete any projects inside and/or outside the class meeting time for this course;*

· Complete this course, with the exception of unforeseen, emergency circumstances, by the end of the current academic semester. Failure to complete the course requirements as of the assigned date(s) will be a basis for asking the student to drop the course.
Additionally, students who seek a more close review of their reports/oral presentations than what is normally provided in the scheduled activities should consult directly with the professor. However, under no circumstances will the professor review other professor’s class assignments, projects, or reports/documents. 

___________________________________________________________________________


                Signature







Date 

*Changed Completion Date(s):  Students unable to submit their required projects and completed portfolio as scheduled may have penalty points subtracted at the rate of one hundred points per day until Dr. Boysen can schedule another appointment time. Additionally, the portfolio is due before the final oral presentation can be given.                                

