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| ntr oduction to this Manual

Because advanced communication courses such as English 302and 314 are required in many
studentsOprograms of study campuswide, these courses an important part of the commitment by
the Department of English to theuniversity community. This manud provides background
information essential to designing and teaching these advanced communication courses and
ensures some congstency in content and evaluaion standadsin courses that have multiple
sections

Themanud isdivided into five pats.

Part 1. The Overview describes English 302 and 314, discusses enrollments and testout
procedures, and lists course requirements.

Part 2. Course Construction discusses course componants, describes typical course
content for English 302and 314, offers suggestionsfor congructing a syllabusand course
policy sheet, provides departmental objectives for English 302 and 314, suggests possible
approaches to teaching busness or technical communication, and suggests student and
ingructor readings

Part 3. Thesection on Rhetorical Emphasis provides information aboutcollaboration,
revision, and case studies. (Future sectionswill indudeethics, multiculturalism, and
technology.)

Part 4. Thesection on Revision, Assessment, and Evaluation provides information
aboutgradeinflation, aboutways to defineletter grades, possible grading criteria, and
alterndive assessment and evaluation strategies.

Part 5. Thesection onSyllabi and Policy Sheets provides sample syllabi for advanced
communication courses, identifies core elements tha should beinduded on everyone3d
policy sheet, and suggests additiond elements for policy sheets tha will improveclass
management.

Part 6. The Resources section lists university departmental resources tha suppot these
courses, students and ingructors and also provides a bibliography of print and el ectronic
resources.



Part 1: Overview

Description of Advanced Communication

Advanced communication involves discourse approptiate to theworkplaceN busness, indugrial,
govenment, and scientific settings These courses offer students backgroundreadingsand
activities important to undestanding concepts that inform the produdion and interpretation of
textsin professiond situaionsand give students extengve practice in workplace writing. While
Advanced communication courses share these common gods, the courses have traditiondly been
distinguished at lowa State by audience and emphasis.

English 302commonly has asits audience students from the College of Busness (finance,
marketing, trangportation logistics, accouning, and management majors) and from
depatments such as Agricultural Busness, Textiles and Clothing, and Hotel, Restaurant, and
Inditution Management. Engdish 302traditiondly emphasizes such doauments as memos
letters, brochures, proposils, short reports, and websitesN with afocus on cusomer-oriented,
managerial, and employment-related writing.

English 314 generally has as its audience students from the College of Engineering
(electrical, mechanical, indugrial, and chemica engineering majors) and from departments
such as Computer Science, Econormics, Agronony, Forestry, and Animal Ecology. English
314traditiondly emphasizes such doauments asinstructiond and procedural manuds,
proposls, short and longreports, and webdtesN with afocusontechnically oriented and
disciplinary communication for both expert and lay audiences.

Enrollment

Mog studentsin your advanced communication classes will be non-English magjors from many
different departments and colleges across the university. Engish majors enroll can enroll in a
gpecia section of English 314designaed for them.

Non-English Majors

With few exceptions non-English majors take advanced communication as arequired part of
thar degree programs or to demondrate English proficiency. Each department setsits own
English proficiency requirement. In many cases, students can demondrate proficiency withaC
(or sometimes with a C- average) in 104 or 105 or thar equivalents. Students who do nat obtain
this average mug take additiond English classes from our uppe-level communication courses
untl they have earned the needed grades. Usudly these students choos English 302 or 314since
these courses can simultaneoudy fulfill both magjor and English proficiency requirements.

English Majors

English mgjors are often quite interested in advanced communication courses tha relate to job
possibilities, such astechnical writing and editing. Because, however, English maors may not
have the backgroundin either busness or technical subjects, they typically enroll in a section
designaed especially for English and Technical Communication mgors.



Test-out Procedures

Students may earn aT gradefor English 302and 314 by passing a test-out examindion. The T
grade gives students 3 credit hou's toward graduaion. Thecourse is then listed on studentsO
transcripts but does notinfluence ther GPA®. Test-out exams for both courses are offered early
each spring and fall term. Exact daes and times are available on the Advanced Communication
Webgte. The Director of Advanced Communication is responsble for administering the test-out
examinaions

University policy states tha students may attempt a test-out for a course only once. Department
eligibility requirements state tha students mug beat least juniors and mus have completed (not
jug befinishing) 104 and 105 Students may not be enrolled in the course at thetime.

Information aboutregistrationis available onthe Advanced Communication Webgte. Thetest-
our examinaionsfor English 302and 314 have about a 10-20% pass rate. Only studentrs with
successful workplace communication experience and/or arecord of high gradesin compostion
should attempt it.

Thetest itsalf lasts three hours. Students should be prepared to take thetest in the Ross
Macintosh computer labs Approximately three weeks after the exam, students will receive email
notifying them of theresults.

Requirements

AlthoughEnglish 302and 314 are multi-section courses, course content and classroom practices
vary somewha amongindividud ingructors. Thefollowing requirements ensure some degree of
equity amongsections so tha you can be sure you are fulfilling Department and University
expectationsregarding English 302and 314, and students can have comparable experiencesin
these courses. Suggested activities for fulfilling these requirements can be foundin Part 2 of this
manud. More detailed materials can be obtained on the Advanced Communication Webste.

1. Amount of Required Writing. Every student in English 302and 314 should
complete seven to ten assignments. Approximately 5,000-6,000 words are required.
These assignments can rangein length from 1-to-2 pages to perhgps 7-to-10 pages.
In general, you can use short assignments of a page or less for practice or as pat of
larger, multi-doaument assignments. Students should a'so complete at least two
subgantive assignments.

2. Rhetorical Emphags. Advanced communication courses should betaughtwith a
rhetorical emphasis. Tha is, the material induded in the courses and the
organizationd, stylistic, and format strategies students use shoud be adapted to the
demandsof paticular rhetorical situaions audiences, and purposs.

3. WOVE Emphass. Advanced communication courses should integrate written,
oral, visud, and electronic work.

4, Assgnments. At least three assignmentsin English 302and 314 should allow
students to adgpt material to their own disciplines. At least two of your assignments



should ask students to respondto situationsoutiined by you or dictated by the needs
of an actud audience or by cases.

5.Revison. Revisionof some assignmentsis required in advanced communication
courses, althoughyou will deerminethe number of assignments to berevised and
thenaure of therevision activity itself. You may have students revise before or
after you have evaluaed thar assignments. Y ou may want arevisionto countas
oneof thetotal assgnments for the course. Revision after evaluaion may not
necessarily result in new or highe grades.

6. In-Class Writing. Somein-class writing andin-lab writing (if you®e in a computer lab
for some or al of your course) should bea pat of advanced communication coursesin
order to accurately determine studentsOwriting abilities. Y ou will determinethe amount
and naure of thein-class/in-lab writing.

7. Final Examinations. TheUniversity requiresthat all classes of two credits or more meet
dunngthefind examination period. therefore, you mug have afind exam for your
advanced communication course. See thelowa State University Faculty Handbookfor
more information about find examinaions

8. Collaboration. Because of theimportance of collaboration in theworkplace, some
collaborative activities, thenumber and nature of which you determine, arerequired in
advanced communication courses.

9. Correctness and Conventions. StudentsOwritingmust conform to the standads of
correctness and conventionscommon in theworkplace. Y ou may use either thefirst-year
compostion (approximately onemajor error per 100 words) or your own stringent
standad to evaluae correctness and conventions Students with special problemsin
meeting the standards may bereferred to the Writing Center. Some students should be
given specia allowances for English as a secondlanguage, diaect interference, or
doaumented disabilities affecting their language use.

10.Grading Policies. TheUniversity requiresthat at the beginning of the semester
you inform your students aboutyour grading policies, induding the pdicy on
plugminusgrading. See theFaculty Handbookfor more information.



Part 2: Course Construction

Course Learning Outcomes

Advanced communication courses have standad learning outcomes tha all ingructors are
expected to use asthe basis of thar courses. Ingructors may choos to add additiond outcomes
tha are appropriate for the courses.

English 302 L earning Outcomes
I Undastand and apply rhetorical prindples to busness communication

I Undeastand and implement prindples of effective doaument design in preparing busness
doauments

I Undeastand theinfluences of organizationd settings in the compostion of busness
communication

I Undeastand the generic requirements of selected workplace doauments
I Participaein thecollaborative planning and executing of a project

I Undeastand theways in which ethical issues influence research and applicationin your
discipline

English 314 L earning Outcomes

I Undastand and apply rhetorical prindples to technical communication

I Undeastand the generic requirements of impartant forms of technical communication

I Undestand and implement prindples of effective doaument design and the display of
gquantitative daa

' Undestand theinfluences of organizationd settings in the compostion of technical
doauments

| Undastand the conventionsof oned own discipline and be aware of the variety of
conventionsacross disciplines

I Participaein thecollaborative planning and executing of a project
I Undestand how ethical issues influence research and application in your discipline

Business or Technical Orientation

Regardless of the means by which youincorporate arhetorical emphasis, you should beaware
tha advanced communication studentsN especially English 302and 314 studentsN expect and
need a busness or technica orientation. Therefore, you should insure that typical busness or
technical situaions problems, and methodsare incorporated in your course. Since your students
come from many different mgors and are headed for many different careers, designing such a
course is notaways easy. For example, future farm chemical sales representatives are not
necessarily interested in the problems of future accountants, who are nat necessarily interested in
the situaionsof future store managers. Similarly, future engineers are not necessarily interested
in the problems of future foresters or fisheries and wildlife biologists.
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For English 302,oneworkable solution to this chdlengeof diversified mgorsisto let each of
your students choos a company he or she uses throughoutthe course. This company can bereal
orimaginary (IBM or afictitiouscomputer company) and based on your studentsOmajors or _
ther future careers. Some of your pgoers can then be general assignments usng the studentsO
companies. Thus indead of assigning a case where your students compare several choices and
recommend ong you can direct them to investigate severa choices for thar companies
(competing software packages, cars for the corporate fleet, resorts for theannud awards
conference, new carpeting for the offices) and then to recommend the best choice. Part of the
goodreputation English 302and 314 have with the many departments requiring them is tha
students write pgpers, design presentations and create visuds relevant to thar own disciplines, A
focuson an individud company isoneway English 302 has been able to achieve this god.

For English 314,aworkable solution to this chdlengeof diversified magjorsisto encourage
students to use material they have been studying in coursesin their magjors. Thus you mighthave
your engineering or food science and nutrition students define an audience for a problem they are
investigating in alab and write a recommendaionreport to that audience. Similarly, your
forestry or agronony students might draw on their field experiences to write their assignments.

When you are planning your writing assignments for English 302and 314, you may indude
short, routine assgnments (for example, orders and thar acknowmedgements, simple claims and
adjugments, meeting notices, produd definitionsand descriptions basic PowerPoint
presentations simple tables and graphg. However, these assignments should comprise adistinct
minority of your advanced communication course. Routine situaionsare typically handled by
email, phone or form letters in theworkplace. Althoughthetextbooksdo cover short routine
writingsand give some simplistic sample assignments, thar audiences indudejunior college
students as well as students in freshman or sophonore level courses. English 302 however,
concentrates onlonge, more complex situaions especially sengtive management problems and
communicationswithin the organization, as well as problems with cusomers or clients.

Theory and Readings
Optiond components involving theory and readings may add to the sophistication of English 302
and 314.

Theory

Theory undegirdsyour teaching in English 302and 314.Y ou can hdp students undestand
theory generalizes and explainsconventiond actions For example, you may use schema theory
to explain why readers require backgroundinformation aboutunfamiliar topics. You may use
rhetorical theory to explain how context, purpose, audience and doaument design are
synergistically related. Y ou may use managerial theory to explain hierarchical relationsips
communication. Y oumay use small-grouptheory to explain how team members interact.

Thebibliographyin Part 6 lists ussful sources. In addition, you might examine several of the
joumds in professiond communicationN for example, Technical Communication Quarterly, The
Joumnal of Busness Communication, the Journal of Technical Writingand Communication, the
Jourmnal of Busness Communication, and Bugness Communication Quarterly, InterComm, |IEEE
Transactionson Professional Communication, and Technical Communication. Y ou mightalso
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consde looking at recent issues of compostion journds, such as College Conpostionand
Communication, College English, Written Communication, or the Joumnal of Advanced
Conpostion.

Readings

Y ou may wish to use readingsin English 302 and 314, as a means of giving your studentsCtips
and how-to@ from professionds (e.g., howto copy edit your documents, written by a veteran
enginesr), as examples of effective busness or technical communication, or as samples of the
kindsof communication doneby professionds in variousdisciplines. Thebibliography in Part 5
lists some articles and anthologies. Of course, disciplinary joumds and magazines written for
nonepet readers, such as Money, Forbes, Busness Week, National Geographic, Smthsonian,
Sdentific American, and Popular Mechanics are other excellent sources of readings

Y ou may want to use some of these readingsas the basis for assignments. For example, an article
abouta busness or technical subject written for alay audience or a how-to example might serve
as modds for students you ask to compose similar doauments.

Course Components

As an indructor of an advanced communication course, you will design your own class, but
because about50 sectionsof advanced communication courses are offered each semester, the
Advanced Communication Program needsto maintain consstency across sectionsin the number
of assignments, the objectives of the courses, and the grading practices.

Certain pedagogical practices are successful. Y ou can conault the Advanced Communication
Webste to review copies of other ingructorsQsyllabi and assignments. Certain course
components are required in Engish 302and 314,while othes are optiond. Therequired course
componetsindudearhetorica emphasisfor assgnments, collaboration, and revision.

English 302
Thefollowing topics, processes, and genres are typically induded in English 302:

I Andysis and adaptation to variouscontexts and audiences

I Culture: internationd, naiond, organizationd

I Nature of profit, nonpofit, and govenment organizations

I Rheorical and discourse andysis

I Style and conventions tone clarity, condseness, politeness/courtesy, correctness, etc.

I Lettersand memos structure, persuasiveness, content, direct and indirect organization of
information, formats

I Proposlsandreports

I Job unit (company andysis, letters, resume, interview)

I Informal and formal oral presentations with PowerPoint and other AV suppot
I Webgte andysis and design and other electronic communication

' Visud communication: layout, graphics, etc.
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I Techniques for revision and peer editing

I Ethical and legd issues

I Collaboration and teamwork
These items seldomform discrete course units. You may have students simply read aboutletter
and memo format in thetextbook or you may design an activity to have students discover
features of format by engaging in critical thinking activitiesin class. You will probably integrate
audience andysis, style, and organizationd culture throughoutthe semester. Even if your
bugness communication textbook sticks firmly to the division of messages into informationd,
postive, negdive, and persuasive, mog texts still acknowedgethat all communication hasa

persuasive element. Y ou can integrate processes and genres such as group work, progress
reports, oral repotrts, andinformation design throughoutthe course.

English 314
Thefollowing topics, processes, and genres are typically induded in English 314:

I Andysis and adaptation to variouscontexts and audiences

I Culture: internaiond, naiond, organizationd

I Rheorical and discourse andysis

I Style and conventions tone clarity, condseness, politeness/courtesy, correctness, etc.
I Logic and organization of information

I Integration of visud and verbd information

I Visud communication: layout, graphics, etc.

I Techniques for revision and peer editing

I Ethical andlegd issues

I Collaboration and teamwork

I User-centered design and usability

I Informal and formal oral presentations with PowerPoint and other AV suppot
I Information architecture and information design

I Design and selection of variouskindsof visuds

I Definitionsand descriptionsof mechanisms and processes

I Websgte andysis and design and other electronic communication

| Procedures, ingructions and manudsN print and eectronic

I Information sheets, technical brochures

I Proposls, and variouskindsof technical reports, both short andlong

I Technical and scientific articles



Course Design
Thefollovw ng lists suggest details you should consder when congructing a course.

Determining objectives and outcomes. Wha teaching objectives do you have? Wha
learning outcomes do you want students to accomplish?

Sdecting material to indude Wha should beinduded?How do you want to combinethe
material into units? For ingance, do you want to teach graphics as part of your unit on
reports? What textbook(s), Webstes, and other supplementary materials will hdp you
accomplish the objectives and outcomes?

Designing assignrents. What assignments will enable you to accomplish your teaching
objectives and students to accomplish your learning outcomes?

Starting the course. Should you start with basic concepts like audience andysis? If so,
when and wha will beyour first writing assignment? Should you start with an easy, basic
genrelike indructions? Or, should you start with something sngppy like thejob unit? Isit
fair to putan assignment so vital to studentsCfutures at the beginning of the semester
when they may notbeaswell prepared as they would belater in the semester?

Using the course schedule to your advantage How can you best spread your material and
assignments ove these daes? Does Thankggiving vacation fall in an awkward placein
your scheme? (i.e., Areyou covering something vital the day before vacation when
severa students may be absent?) Have you consdered your own schedule so tha you
don®receive 40 longreports in dead week when you are swamped with your own
graduae assignments? Have you given yourself enoughtime to gradelongassignments?

Sdteduling duedates. After covering materia in class, have you given your students at
least a week before thar assgnments are due?

Conduding the course. How do you endN with a bang not awhimper, to miserably
misquoe T. S. Eliot? Should you end with thejob unit, which definitely hdds students
attention? Or do they need tha material earlier? If you end with oral reports, wha can
you do to inaure students attend thereports of othe's?

Advanced Communication Consistency

Balance theamountof written, oral, and visud work.

Present clear, well-articulated assignments.

Providea print or electronic assignment sheet for each assgnment.
Indudeassignments in which students can use content fromthar own discipline
Indudeassignments based on workplace cases or actud audiences.

Determinethe number of length of assignments
0 Assignaminimum of 7 to 10 assignments.
0 Designassignments with arangeof length (typically 1-2 pagesto 7-10 pages).
0 Use short assignments as exercises or as pats of longe assignments.
0 Usein-class assgnments as away to monitor student performance.
0 Baanceindividud and collaborative work.

Indudearangeof in-class activities. Use in-class writing as onevariable in assessing
student ability.



Providevaried kindsof feedback.

Build in required revision.

Select some percentage of assignments tha mug be revised.

Vary ways in which revisonisincorporated into the course.
Indudesome revision for both in-class and out-of-class assignments.

Balance grading emphasis on assignments that have been revised and those that represent
the studentsCbest initial efforts.

Indudearangeof collaborative and team activities and assignments.

Use assessment of both individud and collaborative aspects of team processes and
produds.

Seek both self-assessment and assessment of team members.

Build in varied kindsof small groupdiscussion/activities such as collaborative planning,
collaborative writing, and peer editing.

Balance individud and collaborative assignments, with dighty more emphasis on
individud assignments.

Have an easy-to-undestand grading system.

Provide students with a clear description of your grading policy.

Base assessment and evaludive criteria on appropriate rhetorical elements.

Clearly link expected outcomes to grades.

Build in formative assessment and summative evaluaion throughoutthe course.

Provide assignment-specific assessment and evaluaive criteria on each assignment shest.
Indudesome typeof find examindion or culminating assignment.

Have a standad for adheence to conventionsthat is at least alittle highe highthan FYC.
Require adheence to conventionsusng some articulated standad.



Part 3: Rhetorical Emphags

Seeing theinterrelationshipsof (@) thewriter, speaker, or designe, (b) thereader, listener, or
viewer, and (c) thedoaument, presentation, or visual in professiond settingsis fundamenta to
English 302and 314.Whether preparing doauments, presentations or visuds tha use recognized
conventionsand standard formats or that develop documents, presentations or visuds tha alter
conventions your students should undestand tha choices of material, organization, and
expression are madefor paticular stuaions audiences, and purposes and tha these choices
develop your studentsOethosas professionds.

Minimally, you should indudethese rhetorical elements as you design assignments:

I Context/occasion/situaion I Organization/cohaence

I Content I Suppot/development

I Purpose I Visuds

I Audience I Dedign

I Argument/logic I Languagestyle and conventions

Because of therhetorical emphasis, your assignments in English 302and 314 should ask students
to respondto specific Situaionsas well as offer students some oppotunity to prepare doauments,
presentations or visuds for audiences in ther own fields of study. Discussion of organizationd
culture and discourse conventionsis useful. This opportunity to practice composng disciplinary
discourse is particularly important, since English 302 and 314 specifically concern
communicating for the professions Y our mgjor criterion for evaluaing assignments should then
bether rhetorical emphasis. Tha is, your studentsOdocuments, presentations or visuds should
be suited to the sSituation, audience, and purpos.

Collaboration

Because collaboration is common in the workplace, you should includesome assignmentsin
English 302and 314 tha will require students to collaborate. Y ou should, however, bdance
these collaborative assignments with assignments tha require individud writing, so tha you can
accurately assess studentsOabilities independent of collaborative situaions

Collaboration may take several forms, from small-group discussion and peer editing to
collaborative writing.

Small-Group Discussion and Peer Editing

Y ou can use small-group discussion and peer editing to encourage collaborative learning, where
students take responsbility for mastering material and conveyingit to others. For example, you
might ask students to work in small groups discussing sample doauments, andyzing cases, or
exploring issues important to writing, then report to theentire class onthar findings Similarly,
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you might ask studentsto give thar peers feedback on drafts in progress by scheduling in-class
revision sessionsfor atwo-person exchangeof papers or thejoint revision of a single doaument,
or by asking students to exchangedrafts out of class.

If youteach in thecomputer labs software is available that can facilitate small-group discussion
and peer editing

Y ou can use small-group discussion and peer editing when studentsOdocuments are individudly
written, or you can use these in conjundion with collaborative writing.

Collaborative Writing

Y ou can use many forms of collaborative writing to hd p students learn effective strategies for
workingin groups For example, students mightjointly author a doaument or series of
doauments, or they mightindividudly produce separate parts of a multi-section doaument or
sepaate doaumentsin acomplex project. When deciding on collaborative writing assignments,
however, you may wish to be certain that the doauments students are asked to compos are
sufficiently complex that collaborationis a viable alternaive to authoring doauments
individudly. Produdngashort and uncomplicated letter, for example, would rarely be a suitable
task for collaboration. On theothe hand, produagng a7 to 10 pagereport and ddiveringan oral
presentation on tha report would be tasks that require the pooling of skills collaboration
provides.

Many textbooksused in English 302and 314indude collaborative activities. In addition, see the
Director of Advanced Communication for sample assignments..

Because collaboration involves the contributionsof a nunber of students to a doaument or series
of doauments, evaluating collaborative writing can be complex. See Evaluaion, p. 15,for a
discussion of grading for collaborative projects.

Case Studies. Service Learning Scenarios

Two ways of achieving arhetorica emphasis are using cases and real-world scenarios In order
to indudearhetorica emphasisin your course, you may wish to use cases. extendeal
descriptionsof situaionsthat ask studentsto write by adoping the personas of individudsin the
cases. Sample casesfor English 302and 314 are induded in thefile of teaching materials
available from the Director of Advanced Communication. Othe sources for casesindude
textbooksin English 302and 314 and booksdevoted solely to cases. (See thebibliographyin
Part 3 for hdpful references on cases.)

If youdecideto use casesin your course, you may wish to remember tha students sometimes
have difficulty adoping personas because of alack of experience with professiond discourse
communities, corporate cultures, thejob roles existing within organizations or the situaiond

and legd congtraints tha pertain in the professond world. In order to assist students while still
retaining the aura of reality tha casesimpart, you may wish to have students congdruct their own
cases fromther experiences--althoughyou will have to check these cases to make sure that
students have devised sufficiently complex writingtasks. You should also be aware tha students
will sometimes condruct casesin areas where you lack expertise, and youwill need to evaluae
thar work within its discipline Askingfor arhetorical andysis of the situaion where they
describe the audience and purpo< will hdp you make the evaludion.
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If youdo notwish to indudecasesin your course, you can still attain arhetorical emphasis by
asking students to compose their assignments in respons to specific stuaionsavailable on
campusor in community bugnesses and non-profit organizations. Situaionstha concern
organizationsstudents know well or where they may have worked, such asthe university,
clothing stores, or restaurants, are goodchoices. Alternatively, you might have students write for
real readersthey know and rea situaionswith which they are familiar. For example, students
might compose a manud for particular software, to be used by those new to the department®
Macintosh labs* Some indructors have used service-learning projects by contacting non-profit
organizationsin the area and offering to prepare written doauments for them.



Part 4: Revision, Assessment, and Evaluation

Revision

Y ou should induderevison oppatunitiesin English 302and 314,so tha your students can gan
expeience in diagnosng and solving the problems tha readers may have with doauments,
presentations and visuds. Thus yourgod inrevisionis both to hdp your students develop the
ability to assess thar doauments, presentations and visuds, based ontherhetorical emphases of
ther assignments and to teach your students how to choos amongarangeof revision strategies.

Y ou can induderevision before you formally evaluae assgnments, or you can indudeit after
the penultimate draft is completed. Y ou can employ a number of methodsor combinaionsof
methodsto give students feedback on drafts before you evaluate them:

Using peer editing to critiquedrafts of doauments or visuds in progress

Scheduling conferences with students concerning drafts of doauments or visudsin
progress or reading or writing comments on these doauments or visuds

Having students field-test thar drafts of doauments and visuds on the actud
readers/users

In order to make decisionsaboutways to incorparate revision, consder your respongs to the
following questions

How many assignments can students revise? All of them? Only 2-3? Only onefor anew
grade?

What kindsof assignments can they revise? Only D and F pgpers? Any doaument or
visud they can improve?

Do you want to restrict some assignments from revison?In-class assignments? Long
reports? (Highly recommended, especially if they are scheduled in the last two weeks or
findsweek.) Thelast two or three assgnments, when they should findly have the hang of
writing (and when, if youareaT.A., youmay begoing crazy with your own classes)?

What process do you want students to follow? How longdo they have? Next class period?
Five days? A week? Do youwant the origind back aongwith therevision so you can
check to see howwell your comments were noted?

Will you gradetherevison?How will you handle the grade? Averagetheorigind andthe
revision grade? (Don®do this very many times or you will have seriousgradeinflation.)
Give onegrade, theequivalent of a pgoer grade, for al revisons?

Revision after evaluaionis aso posible, butyou should be aware that such a practice may lead
to inflated grades.




Assessment and Evaluation

Your primary criterionfor evaluaion should be how well traditiond criteria such as content,
organization, style, mechanics, format, and appearance/ddivery are adgpted to arhetorical focus
Y our course grades should be based mainly on written work, but youmightaso want to indude
items such as quizzes, homework, oral presentations group participaion, class paticipaion, and
attendance.

University policy states tha you mug tell your students how they will begraded (that is, the
percentage of thefind grade devoted to each assignment) and what your attendance policy is.
Also, remind them that you will use plugminusgrading. The Faculty Handbookprovides more
information on these topics.

Consder thefollowing questionsas you®e designing your assessment and evaluaion policies
and practices:

| Which assignments will counttoward the student® grade? What percent of the grade will
each assignment count?

I Will you countin-class writing?

I Will you graderevision? If so, howwill revisonsinfluence thefind grade? (Remember
tha graded revisionscan raise studentsOgrades to unrealistic levels.)

I Will you allow extra credit work ?
I Will you give--and countN quizzes?
I Will homework grades count?

| Will attendance influence grades? If so, how? Will you give students oneweek Qiick
leaveO(any absence), then subtract athird of aletter fromther find gradefor each day
missed (a B+ would dropto aB, aB to aB-)? Do you make exceptionsfor hoitalization
(you probably should if it is verified) or university sponsored field trips? Wha aboutjob
interviews? Yesthey areimportant, but some students will claim them for ten or more
class periods

I Do you have some minimum standadsto pass your course? For ingance, some teachers
say thd, in order to pass, students mug do all theassignments, pass at least oneindass
assignment (induding mechanics), and pass at least two out-of-class assignments without
revison.

I Will you pendize students for turning work in late? How much? Oneletter grade per
calenda day? Oneletter grade pe class period? Will you refuse to accept late work at
al?

' How will you countmechanics? Do al pgoe's have to meet First-Y ear Compostion
standadsor your own, toughe standad?



Conventiond ISU 4-Point Example of Y our Numeric
L etter Grades* Grading* Numeric Grading Grading
A+ 4.00 9899
A 4.00 94-97
A- 3.67 90-93
B+ 3.33 88-89
B 3.00 84-87
B- 2.67 80-83
C+ 233 7879
C 2.00 1477
C- 1.67 70-73
D+ 1.33 68-69
D 1.00 64-67
D- 0.67 60-63
F 0.00 <60
0 0.00 0

*http://www.iastate.edu/~catal 0g/2001-03/geninfo/e-grade htm

Thefollowing sectionsdiscuss three important topics regarding evaluaion: gradeinflation,
definitionsof letter grades and grading criteria, and find examindions

Grade Inflation

For some years now, concern has been expressed indde and outsidethe Depatment of English
ove gradeinflation. This gradeinflation may in part be dueto thefear tha hard grading will
lower student evaluaions which are given so much weight by the department and the university.
Review committees, however, tendto look favorably oningructors who evaluae by giving a
gpectrum of find grades.

Certainly thisgradeinflationis also heavily influenced by six common grading practices.
awarding highinitial grades, overemphasizing revision grades, overemphasizing collaborative
writing, ignonng in-class writing, disregarding mechanical errors, and grading for effort rather
than achievement. These problematic grading practices are discussed in thefollowing sections
which also suggest alternatives for each practice that will make accurate grades seem fairer to
students and thusmay hdp improve student evaluaions Y ou can use these alternatives aloneor
in combingions



Awarding High Initial Grades

Y ou may betempted to grade more easily on thefirst few assignments, because you do notwant
to panic your students or pendize for concepts that you have notyet taught While you may tell
your students, your colleagues, and yourself tha you will grade more harshly as the semester
advances, thefact istha once you have set thestandad, it is next to impossible to make the
standard harsher.

Alternatives

1. Gradeadl assgnments onthe same grading criteria, but make later assignments count
agreater percentage of thefind grade

2. Put dl grading comments and marks butno letter grades onfirst assignment or two.

3. Makethefirst grade or two informationd only, in order to inform students on your
grading practices, but do notrecord these grades.

Overemphadzing Revision Grades
Letting students revise an unlimited number of assignments an unlimited nunmber of timesis
probably the biggest cause of our gradeinflation. While it istruethat learning to reviseis an
important part of advanced communication classes, too many revision grades distort grading
accuracy. Infact, some claim tha when teachers carefully critiquedrafts, thefinal produd
becomes more thework of theteacher than of the student.

Alternatives

1. Allow all graded papersto berevised to hdp improve future work but notfor a new
grade

2. Limitrevisonto adraft that is producd before you grade the assignment.

3. Limit thenumber of assgnments tha can berevised for a new grade to no more than
two. Averagetheorigind andrevision gradesfor theassignment.

4. Allow studentsto repeat oneor two assignments with different topics.

5. Haveall pgpesrevised. At theend of the semester, assign agradefor revison
qudity which becomes part of thefind grade

Overemphaszing Collaborative Writing

While learning howto collaborate is a major god of advanced communication classes, making
mog of theassignments groupwork may not be hdpful either for students or for you, in terms of
evauaion. When mog of thewriting is produced by groups weak students can easily be carried
alongby themore skillful writersin thegroup Infact, if mog assgnments are produced by
groups you may never knowwho theweak writers are.

Alternatives

1. Haveat least hdf of theassignmentsindividudly produced and require a passing
gradeon at least three of them.

2. Limit thecollaboration on an assgnment to oneparticular kind. On oneassignment,
students might braingorm beore produang thar own individud drafts; on anothe
assignment, they might critiqueeach othe'sroughdrafts; on alater assgnment, they
might proofread find drafts.



3. Have collaborative assignments where individud students are responsble for and
graded on specific parts of theassignment. (See Margaret Baker, Omplementing the
Company Approach in Busgness Communication Classes, OABC Bulletin, March
1986,pp. 23-5 for agoodexample.)

4. Have each student keep alog: arecord of studentsCcontributionsand an andysis of
the peformances of all groupmembers. These logswill hdp keep youinformed of
strengths and weaknesses, both groupand individual.

5. Assigneach student agradefor ther work in the group, based onthe completed
assignment and information fromthelogsof al groupmembers. Themultiplelogs
will offer a system of checks and badances, allowing you to assign accurate group-
work grades.

6. Limit collaborative gradesto asmaller portion of thefind gradethan theportion
given to individud assignments. For example, a collaboratively written longreport
could have the same weight as a shorter, individudly written assignment.

Ignoring In-Class Writing

Ignoling in-class writing contributes to grade inflation by makingit difficult to learn wha
individud students can do. You will have noway of accurately assessing whether or not
students are doing ther own work if you have noin-class work for abaseline

Y ou should also indudein-class writing in advanced communication classes because when your
students are in professiond situaions they may have to produe adequae doauments unde time
condraints, in respon® to unfamiliar situaions In addition, in mog of those situaions
someonewill expect an adequae working doaument to have been producd before feedback.
Ignoiing in-class writing, then, robsstudents of valuable training, as well as contribuing to grade
inflation.

Alternatives
1. Assignandgradeoneor two in-class pgoers. Onecould beyourfind exam.

2. Giveadiagnogic in-class assgnment thefirst week of classes. You can critique
these assignments so students know how well they are doing, butyou do not have to
assignagrade

3. Giveadiagnogic in-class assgnment thelast week of classes so tha students--and
you--can see how much thar writing has improved.

4. Usetwo class periodsfor an in-class assignment. (This aternaive works better
toward the middle or end of the semester.) Collect thedrafts at the end of thefirst
period; let students revise them the second period. Warning: between thetwo
periods you should initial and number the pages of drafts, or some students may dip
in anew draft written at home with alot of hdp.

5. Sotha studentsdo nat have to approach the situaion cold, use acase you have
discussed previoudy in class. This aternaive hasthe doubk bendfit of rewarding
classattendance. Or give students a case with multiple writing possibilities to
ponde ahead of time, but do notreveal which writing task will beassigned.

6. Let students braingorm ontheassignmentin ther groupsbefore produang their own
individudly written responss.
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Disregarding Mechanical Errors

Many teachers no longe use the departmental mechanics standad of failing papers with more
than oneerror (as defined by thefirst-year compostion manud) per onehundied words Basing
your standadsonrheorical situaionsmightbeabetter option. For indance, theletter of
application should have no errorsin it if the student expects to get ajob. On theother hand, even
professionds sometimes miss typosin longe doauments, so students should not berequired to
write longe pgpers error-free. 'Y our mechanics standard should be given to studentsin writing,
at the beginning of the semester and with each assignment.

Suggestions
1. Accept no pgoestha have notbeen spdl-checked.

2. For at least some assignments, use the standad tha if thedoaument could not beused
in the professiond world, it will notpass. This meanstha doaumentswill fail if they
have glaring errors like typosin cog figures, misspdling of thereader's name, or
misspdling of amgjor term (for example, campusfundraising doauments for
muscular dysrophythat misspdl dysrophy).

3. Ononeassignment use thereally toughstandad: oneobviouserror, oneletter grade
off; two obviouserrors, automatic F. Theapplication letter/resume assignnmentisa
goodchoice for this standad, since students readily acknowledgetheimportance of
correctness in these doauments.

Grading for Effort

Some teachers may betempted to give C@ and B& to poorpapers because of thelarge amountof
time and effort the student putinto theassignment. This practice is contributing to grade
inflation while aso giving students the wrongimpression of the professiond world.

Theprofessiond world has at least three treatments of effort. Onthemod postive level effortis
sometimes acknowedged. For example, athoughan accountrepresentative fails to snare a new,
large account theaccountsupeavisor may still say, "Youredly tried, Lee," butthe commission
certainly will notbethere. Onthemog negaive level, the professiond world assumes a certain
base level of proficiency. Itisnotenoughfor thesurgeonto say, "l tried to get all the clampsout
before | sewed you up," or for the heating engineer to say, "l tried to indall your furnace so it
would not set your hou afire” Thelawsuitswill still follow. Andonamiddle level, even lots
of effort with modeate proficiency is still frequently not enoughto keep busnesses opeaating.
For indance, amodeately proficient computer supply company may well beforced out of
busness by its more proficient competitors.

Alternatives
1. Useclear grading standadstha evaluate writing proficiency, noteffort.

2. Ononeortwo early assignments, let effort berewarded by giving ungraded feedback
on adraft version or two.

3. Make asmall portion of thegrade 5% or less, befor effort. This percentagewill be
enoughthat borderline students who tried hard might be able to get a highe grade



Definitions of Letter Grades/Grading Criteria

Thefollowing definitionsof letter grades may hdp you evaluate your studentsOwork more
accurately so tha gradeinflation can bereduced.

AN Outstanding work. Shows asupeior andysis of assignment. Provides excellent
selection of content, organization, and wording of material to fit therhetorical needs
of the particular situaion. Usesastylethat isfluent and cohegent. Hasno
mechanical errors. Shows great indght, perceptiveness, origindity, and thought

B--Good work, significantly abovelevel necessary to meet course requirements. Hasa
thorough,well-organized andysis of theassignment. Shows judgnent andtact in
the presentation of material appropriate for theintended audience and purpo<.
Suppotsideas well with conaete details. Has an interesting, precise, and clear
style. Isfree of maor mechanical errors. Strong interesting work, althoughminor
problems remain.

CN Meets all bagc requirements of the course and assignment. Provides a satisfactory
andysis of thewriting task, subject, and audience. Accomplishesits purpose with
adequéae content and detail. Uses ddails, organization, and expression appropriate
for therheorica context. Has acceptable mechanics. Nothing remarkably goodor
bad aboutthework. Equivalent work could bemailed outin the professiond world.

DN M eets the assignment but isweak in oneof themajor areas (content, organization,
style, mechanics) or offersaroutine, inadequéae treatment. Shows generally
subgandad work with some redeeming features.

FN Unacceptable work, in oneor more of themajor areas. Failsto meet oneor more of
the basic requirements of the course or theassignment. May fail to cover essentid
points, or may digressto nonessential material. May have inadequae development
resulting from failure to suppot generalizationsor from undear relationships
between generalizationsand examples or details. May lack adequae organization
and show confuson or misundestanding of rhetorical context. May use an
ingppropriate tone poorword choice, excessive repetition, or awkward sentence
structure. May beundear.

This F category indudes an otherwise fine pgoer tha does not meet your mechanics standad (no
more than onemechanical error pe 100wordsor your own toughe standad) or tha has a
problem which would prevent thedoaument from being used in the professiond world (such as
factud misinformation or misspdling of clientsname). TheF category may aso indudean
assignment tha does not follow your indructions

Grading Criteria

In linewith therhetorical emphasis undepinning English 302and 314,your primary grading
criterion should be how well your student's work fits therheorical situaion stipulated in your
assignment. Thus you will need to adgpt genera criteria such as content, organization, and style
to this specific situaion. For ingance, for some negdive letters, an appropriate introdudion
might be a buffer while other negaive letters might begin dedudively with the negaive
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information. For some reports, formal tonewould be appropriate, while for othesa
conversationd tonewould best suit theaudience and purpo<.

With the proviso tha grading criteriamug be adgpted to rhetorical situations thefollowing
outline provides some general guiddines you may find hdpful for evaluaing material,
organization, style, and mechanics.

Material. IsthematerialN both verbd and visudN well-chosen for the particular situaion,
audience, and pumpoe?

I Generalizationsbacked up with adequée specific suppoting deail

I All points adequéaely covered, with no unnecessary material

I Accurate information

I All pointslogicaly presented and suppoted

I Materia free of contradictions
Organization: Isthematerial well organized for the particular situaion, audience and
purmpox? Doestheformat suppot the organization?

I Clear, logical overal structure, signdled (where gppropriate) by headingsand
forecasting statements

I Clear, logical paragraph structure
I Smooth trangtions
I Approprate introdudion and condugon
I Well-placed material (for logic, psychological effect, and emphasis)
Style and syntax. Isthe style appropriate for the situaion, theaudience, and thewriter's

ethos?
I Clarity

I Condseness

I Coheaence

I Tone(you-attitude
I Emphasis

I Diction
1. Appropriate to the audience
2. AvoidsclichZ and unnesessary jargon
3. Uses an appropriate tone

I Sentence structure
1. Avoidsmonobny
2. Avoidsprimer or overly complex style
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M echanics. Does the doaument, presentation, or visud meet at least the First-Y ear
Compostion standadsfor mechanica correctness (oneerror per 100words). You should
consde usng dtricter standads

I Grammar

I Spdling
I Punduaion

Final Examinations

Althoughthe university requires tha English 302and 314 classes meet during thefind
examindion period, the activity you schedule need not beatraditiond find exam. You might,
for example, give students atake-home find dueat thetime of the exam, or you mightask

students to prepare, out-of-class, a cap-stoneassignment such as a portfolio of thar work or an
indgpendent project of ther choice.

Giving atraditiond examindion, a take-home exam, or a cap-stoneassignment can bean
important means of evaluaion, because these represent the finad sample of your studentsOwriting
tha youwill see. Thus theactivity you schedule during thefind examination period should
alow you to weigh your studentsOprogress over the course of the semester and enable you to
assess with some degree of accuracy how much they have learned.

12



Part 5: Syllabi and Policy Sheets

Y our syllabusand policy sheet should bemodels of excellent professiond communicationN
in content, tone organization, and doaument design. Think of your syllabusand policy sheet
as contracts, which might, in fact, be condrued aslegd doaumentsif any aspects of your
course are grieved or litigated.

By the end of the secondweek of class, please submit (1) a print copy of both your syllabus
and policy sheet to DeannaStumbo, Ross 403, and (2) an electronic copy to Rebecca Burnett
rbumet@iastate.edu. Please name thefile(s) usng this conventionN indicating the

appropriate course nunmbe and subgituting your name in the appropriate place:
Engl 302 SyllabusBurnett FO4 (if the syllabusis a separate doaument)
AND
Engl 314 Policy Burnett FO4 (if the policy isa separate doaument)

OR

Engl 302 Policy/SyllabusBumett FO4 (if they®e a single document)

Syllabus Check List

I Language

Avoid Qeal-world® use Qvorkplace.O
Avoid Qlay offQ ingead Qab day,0Qeam workday, OQronference day.O

I Instructor information

Indudeyour name and al relevant contact information/office housN when,
where, how to reach you.

Indicate your availability/expectationsfor individual and small group
conferences.

Summarize teaching philosophylpproach.

I Course statements

Provide a course descriptionN from ISU catalog.
Provideinformation aboutthe class meetingN days, time, place(s) of class.
|dentify the course objectives and learning outcomes.

Refer students to the Advanced Communication Webste
http://engl.iastate.edu/awc/

Note onthesyllabusthat it may be modified during the semester to better meet
needs

List the materials required for courseN books access to computers, and so on;




I Coursework

I Provideabrief description of assgnments/projects. Indicate tha detailed
assignments will follow for each assignment.

I Providetheduedaesfor all assgnments/projects.

Policy Sheet Check List

Y our policy sheet should indudea nurber of statementsN at a minimum, statements about
attendance, ADA, discriminaionharassment, academic integrity/plagiarism, assignment
submission policies, and grading. These are a protection for you and an aid to your students. In
addition, you should indudeinformation aboutstudent engagement as well as your revision
policies. You are urged to read the Sudent Information Handbook available el ectronically N
http://www.dsp.iastate.eduhandbooktochtm N so you know Unoiversity policies and can
provide appropriate information to your students in summaries and links

I Policy statements
I Indudean ADA compliance and accommoddion statement.
I Indudea statement about participaion and professiondism.
I Indudea statement aboutdiscriminaion and harassment.

I Indudea statement aboutintellectud propeaty and plagiarismN intolerance,
compliance with ISU disciplinary policy.

I Specify your class attendance policyN for example, theimpact absences have on
thegrade information aboutexcuses (e.g., medical excuses need asigned and
daed explanaory letter fromaphyscian; athletic excuses need asigned and
daed explanatory letter from the appropriate coach; interviewing excuses need
official doaumentation of thedae/time of interview with statement tha no other
time was possible; family/persond emergency excuses need asigned and daed
explanatory letter from the student@ advisor or other appropriate authority.

I Indudea statement aboutyour expectationsfor submitting assignments.

I Student engagement/participation

I Indicate that a subgantial portion of the class work will becollaborative; thus the
course indudeseveral team activities and assignments.

I Indicate tha the course indudes in-class activitiesN discussions, problem-solving.
I Discuss your expectationsfor reading and homework.

I Indicate tha the course has a subgantial number of electronic activitiesN lab
activities, class e-list, email interaction.

I Indicate tha the course expects subgantial peer feedbackN respons to peersO
written, oral, and visud work.

I Indicate tha the course indudes an expectation tha students create a portfolio of
thar communicative peformance.



I Revisions

Provide overall evaluaion criteria/expectations with a note tha assignment/
project-specific criteriawill be provided with each assignment/project.

Indicate whether youwill give quizzes and tests. Note that the University requires
tha all classes give afind examinaion.

Explain your revision policyN rationde, expectation, frequency, impact on grade.

Explain your postion aboutintellectua propaty and plagiarismN intolerance,
impact on grade

Explain exactly what grades meanN percentages of what contributesto find
grade Make the grading system clear and simple and easy to undestand. The
following table identifies ISUG official letter grades and 4-point equivalents. The
table aso lists a common, comparable numeric system and provides a place for
youto list your own system.

I Signed statements

Provideaform for students to acknowledge(sign and dae) having read,
undestood, and agreed with class policies

Provideaform for students to agree (sign and dae) tha ingructor can use student
work as examples



Sample Policy Statements

Thefollowing statements are samples tha you can use, but you may also use other similar
statements that accomplish the same purmpo<e. These sample statements have been developed and
by a number of advanced communication ingructors, induding Rebecca Burnett, Therese Judge
Margaret Mahongy, Katherine Miles, and Mark Satterfield.

Sample Attendance Statements
Use oneof these statements aboutattendance, modfy one or create your own statement about
class attendance, induding policies for bengtardy and leaving early.

Class attendance is expected on days we are scheduled to meet. Class timewill include discussions of readings,
presentations, occasiona lectures, discussions of assignments, writing workshops, and other activities. Please
call or leave amessage if illness, an unexpected personal emergency, or business obligations prevent you from
attending class. In any case, you are responsible for information presented in classes you miss. Three absences
can affect your grade; five absences can result in failure.

Theinstructor will assign pass/fail attendance and participation grades for each class meeting.

Participation in class discussions and editing/proofing sessions are vital to success in this course so you must
attend nearly every meeting. "Participation" means you are able to meaningfully participate in class discussions
about the assigned readings and you make meaningful comments on peers' work when editing and proofing.
You are alowed two participation grade failures (for whatever reason). Participation failures three and four
will reduce your final grade by one letter each, and, you will fail the course if you have five or more
participation failures for the semester.

You are alowed two absences (for whatever reason). Arriving more than 15 minutes late is considered an
absence and leaving more than 15 minutes before class ends is also considered an absence. Absences three and
four will reduce your final grade by one |etter each, and, you will fail the course if you have five or more
absences for the semester.

Students have four absences to use for any reason. | do not require any permission note. After the given four
absences, a student's final course grade begins to be reduced 1/3 grade (A- to B+, for instance) for each
additional absence. After four absences, thereare no excused absences. So use your four absences wisely.
You areresponsible for infor mation and materialsyou miss. Y ou should obtain notes from classmates.
While | will not repeat an entire class time for a student who misses, | will, however, discuss generally what we
did in class and important points we covered.

If you are surfing the Web, emailing, or talking on the phone during class time, you will be marked absent; cell
phones must be turned off during class. Although sometimes unavoidable, arriving to class late is rude.
Students habitually arriving to class late (more than four late arrivals) will begin to accrue absences, one
absence for every two lates. In the same context, students are to remain for the entire class. Therefore, leaving
the class early will count as alate arrival.

Regular attendance is required, and you should plan to be here for every session. More than three absences
during the term will lower your final grade in the course one to three full letter grades. Six or more absences
will automatically constitute a final course grade of -Q (Being present means being in class a minimum of 40
minutes.)




Sample ADA Statements

Use oneof these statements about ADA compliance and accommodaion, modfy one or create
your own statement aboutADA compliance and accommoddion.

ADA Compliance and Accommodation: lowa State University complies with the American with Disabilities
Act and Section 504 of the Rehabilitation Act. Any student who may require an accommodation for a
documented disability under such provisions should inform me as soon as possible and no later than the end of
the first week of classes or as soon as you become aware of the disability. Anyone who anticipates difficulties
with the content or format of the course due to adocumented physical or learning disability should see me
immediately in order to work out aplan. Please request that a Disability Resources staff member send a SAAR
form verifying your disability and specifying the accommodation you will need. Y ou may contact the Disability
Resources (DR) office, located on the main floor of the Student Services Building, Room 1076 or call them at
515-294-6624.

If you have adisability and require accommodations, please contact me early in the semester so that your
learning needs may be appropriately met. Y ou will need to provide documentation of your disability to the
Disability Resources (DR) office, main floor of the Students Services Building, Room 1076, 515.294.6624.

ACCOMM ODATION: If you require special accommodation to compensate for a disability, please speak with
me outside of class so that we can identify an appropriate course of action.

If you have adocumented disability and anticipate needing accommodations in this course, please make
arrangements to meet with me soon, preferably in the first week of the semester. Please request that a Disability
Resources staff send a SAAR form verifying your disability and specifying the accommodation you will need.

lowa State University complies with the American with Disabilities Act and Section 504 of the Rehabilitation
Act. Any student who may require an accommodation under such provisions should contact me as soon as
possible and no later than the end of the first week of classes or as soon as you become aware. No retroactive
accommodations will be provided in this class.

This material can be provided to you in aternative format. Anyone who anticipates difficulties with the content
or format of the course due to a physical or learning disability should see me immediately in order to work out a
plan. You may also want to contact the Disability Resources (DR) office, located on the main floor of the
Student Services Building, Room 1076 or call them at 515-294-6624.

Any student who feels he may need an accommodation based on the impact of adisability should contact me
privately to discuss your specific needs. Please contact the Disability Resources Office at 515-294-6624 in room
1076, Student Services Building to coordinate reasonable accommodations for students with documented
disabilities.

If you have adocumented disability that requires assistance, you will need to go to the Disability Resource
(DR) Office for coordination in your academic accommodations. The DR is located in the Student Services
Building, Room 1076. Their phone number is 515-294-6624, TDD 515-294-6335 or email Bea at
Awoniyib@iastate.edu.

Accommodation: Please address any special needs or special accommodations with me at the beginning of the
semester or as soon as you become aware of your needs. Those seeking accommodations based on disabilities
should obtain a Student Academic Accommodation Request (SAAR) form from the Disability Resources (DR)
office (515/294-6624). DR islocated in 1076 Student Services Building.




Sample Participation and Professionalism Statements

Use oneof these statements aboutclass participation and expected professiond attitudes and
behavior, modify one or create your own statement aboutclass participation and
professiondism.

PARTICIPATION: Thisisaclassin communication, so your participation is essential. Get involved.
Volunteer. Question. Probe. Expect aso to engage regularly in avariety of in-class activities and exercisesN
oral, visua and written; individual and collaborative. Bring in at least one GextraOto share during the semester.
Sharerelevant ideas and observations. Bring in copies of relevant clippings and articles. Offer your own
experiences. Make connections between what we@e discussing in this class and what you hear elsewhereN for
example, what@ going on in other classes, what you hear at conferences, what you hear in our colloquia, what
guest speakers say, and so on.

Participation: | will evaluate your participation throughout the term. Also, your team members in Assignment
#6 will submit an evaluation of your performance in this study; | will keep this evaluation strictly confidential.
Participation does not mean you must dominate the class, but you must be prepared for class: read the text,
bring materials due for all workshops, participate in discussions, and answer (or ask informed) questions. Y ou
are to participate actively in workshops: whenever aworkshop is scheduled, you are to have assigned materials
ready for the workshop. These materials are due at the beginning of class; a student without materialsfor a
workshop receives a mark against participation on that date.

Sample Discrimination and Harassment Statements
Use oneof these statements aboutdiscriminaion and harassment, modify one or create your
own appropriate statement.

lowa State does not discriminate on the basis of race, color, age, religion, national origin, sexual orientation,
sex, marital status, disability, or status asa U.S. Vietnam Era Veteran. This class adheres to those guidelines.
Alternative viewpoints are welcome in this classroom. However, statements that are deemed racist, sexist,
homophobic, classist, or otherwise discriminatory toward others in the class will not be tolerated.

No form of harassment or discrimination is allowed in this class. In keeping with the professional nature of this
course, only professional behavior is acceptable between the instructor and the students and between students.
No harassment of any kind is allowed in class including but not limited to gender, age, ability, religion, sexual
orientation, and ethnicity. Please review the Student Handbook for more information on harassment policies at
ISU (available on 1SU's Website.)




Sample Grading Statements

Thedeails of thefollowing sample grading statements are not necessarily those you might
choo® to use for your courses, butthelevel of specificity is appropriate. Use oneof these
statements aboutgrading, modify one or create your own statement aboutgrading.

Sample 1
Grades. Thefinal course grade is made up of five parts with varying weights. They are asfollows:
Major project 33% (Point values 0, 15 and 33 as explained below.)
Six smaller projects 23%
Pop quizzes 10%
Meaningful participation 33%

Pop quiz grading is atypical percentage correct calculation

Wewill use simplified categories of evaluation for writing assignments in this course. Each written
assignment will be judged unacceptable, acceptable, or superior. A superior document meets
professional requirements; has worthwhile content; sensible organization; readable style; and appropriate
design, visuas, and mechanics. An acceptable document satisfies most of the requirements of a superior
document but contains a reasonably small number of mechanical errors that can be corrected easily. An
unacceptable document is one that needs extensive revision to meet all the requirements, or that has the
type or amount of mechanical, rhetorical, or design errors that would distract readers. Unacceptable
evaluations earn the writer zero points. Acceptable and superior evaluations have different point values
based on the assignment. Point values are as follows.

Unacceptable Acceptable Superior

Summary/Abstract 0 2 3
Letter of Inquiry 0 4
App., follow-ups 0 2 4
Description 0 2 3
Instructions 0 3 6
Status report 0 2 3

0 13 23
A 95-100 C+ 78-80 D- 61-63
A- 91-94 C 74-77 F <63
B+ 88-90 C 71-73
B 84-87 D+ 68-70
B- 81-83 D 64-67

Please Note

You earn grades in this class through participation and document design based on the evaluative criteria
described above: | give you grades based on your workN not on your circumstances.

For example, if you need a C in this class to graduate then you need to earn it with your work and
participation: | will not change your grade to accommodate your circumstances, i.e., | will not change a C-
to a C. If you need a certain grade to maintain a scholarship, then you will have to earn it with your work
and participation: | will not change your grade to accommodate your circumstances.

If this is not clear, discuss this with me very early in the semester.




Sample 2

GRADES: Letter grades on assignments will be converted to numeric grades:
A =95 A-=92, B+=88, B=285B-=82 C+=78,C=75, and so on.

x15% =

© 00 N O 00~ WDN PP

10. attendance

. PowerPoint presentation (individual)

. Project #1 (individual or collaborative)

. Project #2 and presentation (individual or collaborative)
. Project #3 (individual or collaborative)

. quizzes and final exam (individual)

. regular memos (status updates, etc.)

. analysis and revision of document (individual)

. on-line postings related to readings (individual)

. short assignments (individual and collaborative)

_ x15%=
_ x15%=
_ xX25%=
_ x15%=
_ x15%=

total / 100% =

PIF =
PIF =
PIF =

number of absences

grade

With rare exceptions, all members of a collaborative team will receive the same grade for an assignment;
however, in special circumstances, these grades can be adjusted. Adjustments may be made on the basis of
information in the private logs each member of ateam keeps.

Sample 3
Assignment 48% of graded 52% of graded PIF
work isindividua work is
collaborative
1. interview x5%
2. analysis of document x5%
3. resume, cover letter, and job talk _ x10%
4, instructions ~ x15%
5. technical information sheet ~ x15%
6. technical report and oral presentation _ x20%
7. major Web project and oral presentation _ X20%
8. postings related to readings P/F
9. chats: related to readings P/F
10. in-clasg/lab assignments x3% 2%
11. final portfolio _ x5%
12. attendance +-
Subtotals
Grade




Sample Academic I ntegrity and Plagiarism Statements
Use oneof these statements aboutacademic integrity and plagiarism, modify one or create your
own.

Plagiarism, one form of academic dishonesty, is subject to appropriate academic penalty (page 18, Student
Information Handbook). The instructor is not responsible for determining whether academic dishonesty has, in
fact, been practiced, but she must report suspected academic dishonesty to the Dean of Students' office.
Please, do not put mein the position of reporting suspected academic dishonesty and please review the
Student Handbook so you are clear on what behaviors are included in "academic dishonesty."

Useof sources. All work isto be 100% your own work (in collaborative contexts, generated 100% by you and
your group). Asis true of all work done at the university, any secondary sources used in papers (works of
criticism, lectures, interviews, film, tape, electronic media, or any other content beyond a student's own) must
be cited. Keep track of your sources as you acquire and use them. Work containing material from outside
sources that is not cited appropriately will be given afailing grade. When working as a group, individual
members are separately responsible for citing the sources they used for agiven assignment: individual group
memberswill fail an assignment if their materials are not properly cited. Some cultures allow un-cited
borrowing; in American education, each student must cite every source used.

The above policies are set forth to establish fairness among the entire class. See me during office hours for any
questions regarding grades, policies, syllabus, extenuating circumstances, or any other course-related issue. If
you are having any difficulty in the studies, see me during my office hours where we will discuss the texts, class
notes, how to study, or whatever else may be needed. The worst thing to do in academic work is to guess; you
may hit atarget in the dark, but you won® know how you did it, and you likely will not be able to repeat the
throw. Answers and help are available for the asking.

COURSE REQUIREMENTSAND PLAGIARISM: Failureto fulfill any requirements outlined in this
syllabus will cause you to fail the course. PlagiarismN misr epr esenting someone else'swork asyour own
without giving the author due credit through citation or acknowledgment-N will also result in afailing
gradefor the course.

Plagiarism occurs when awriter, speaker, or designer deliberately uses someone else's language, ideas, images,

or other original material without fully acknowledging its source by quotation marks as appropriate, in footnotes

or endnotes, and in works cited (modified from WPA Statement on "Defining and Avoiding Plagiarism"). |

strongly urge you to read I SU's definition of academic dishonesty; | support it fully:
http://www.lib.iastate.edu/commons/resources/facultyguides/plagi arism/dishonest.html

| also urge you to read information about plagiarism at |SU:
http://www.lib.iastate.edu/commons/resources/facultyguides/plagiarism/isu.html

The preceding site has adirect link to the online version of the Student |nformation Handbook. If you engage in

academic dishonesty, you will fail the assignment in which you have engaged in academic dishonesty and be

referred to the Judicial Affairs Division of the Dean of Students Office as required by the Student Conduct

Code: http://www.dso.iastate.edu/dept/judicial affairsshomepage.htm>




Sample Submission Statements
Use oneof these statements aboutthe submission of assignments, modify one or create your
own.

Latework: All assignments are due in your class time (collected after roll is taken) on the given due dates.
Work turned in lateis docked ten percent for every calendar day it islate. Work turned in after class on the
due date is considered one day late. If you will be absent on aday that written work is due, submit your work
viaafriend on the due date (by the beginning of class) or submit it earlier. See me if you believe you have truly
extenuating circumstances. Note: print your documents before the due date. Printers, computers, and computer
disks are notorious for failing just before an assignment is due. Therefore, abroken printer or disk that failsis
not an "extenuating” circumstance; they do thisregularly. Keep copies of all work on multipledisks.

Lateassignments. Try to avoid them. However, you can receive an extension for good cause if you (1) contact
me befor e the assignment is due by means of aforma memo or e-mail in which you explain the reason for the
delay and (2) propose in the memo areasonable deadline (less than one week), which you then keep. The
memo is a contract. Failure to keep the new deadline breaks the contract, and | won't accept your paper. Use
this option no more than twice in asemester. The major project is excluded from this option. Oral
presentationsN formal and informalN are also excluded from this option; they are always due on the assigned
date. Emergencieswill be dealt with on an individual basis.

WRITING ASSIGNMENT REQUIREMENTS: In general, your assignments should be of a professional
caliberN accurate, provocative, relevant, engaging, rhetorically sensitive. They should, of course, be
appropriately documented as well as mechanically and grammatically correct. If you quote or paraphrasein
your testing reports, please use internal, parenthetical citations (author, date, page for direct quotations) as well
as an end-of-document works cited list.

Specific requirements for assignments will be discussed in class. Assignments are due on the date indicated on
the syllabus. All assignments must be computer generated (no handwritten or typed documents). Formatting
and design decisions should follow the disciplines@professionsOgeneral specifications for genre, audience,
purpose, and so on.

Keep a copy of all assignments you passin. | usually accept an attached computer file rather than a paper
document. Sometimes you will be asked to also submit your computer disk or CD along with a print document.
Please use MSWord as your default word processing.

Maintain a cumulative file (hard copy aswell asyour computer file) that includes al your assignments. Thisfile
will serve as a base for you to judge your improvement during the semester and to select professional samples
for your portfolio. You@ probably need more than one disk for the semester. Keep your drafts on your disk.
Number the drafts as you revise your drafts (e.g., task.1, task.2, and so on). Do not delete afile after you turnin

apaper.

Assignments must be submitted during the hour your class meets, unless other arrangements have been
made with Dr. XXXXX. Late paperswill be penalized one-half letter grade each day beyond the
deadline, and no paperswill be accepted more than seven days beyond their original due date.
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Part 6: Resources

Student Resources

Varioussuppot services are available within the university for students with special needs
Linksto awidevariety of services for students and facultyN induding the Student Suppart
Services Program, Tutoring Services, the Academic Learning Lab, and the Student Counsling
ServiceN are available on the Services Page of the Dean of Students Webste:

http://www.ds0.iastate.edu/

Category

Contact Information

International Students

All students, induding internationd students, shoud
have taken English 1045 (or ther equivaents at another
ingitution) before enrollingin 302 or 314.

Althoughinternaiond students are often extremely
capablein thar disciplines, they may have difficulty
reaching thelevel of proficiency demanded by Engish
302and 314.For some interndiond students, meeting
these standadsmight berelatively easy, while for others
certain kindsof problems, such asthemisuse of articles
and prepostions may pasist.

If younotice that an internaiond student has severe
difficulty either with writing, speaking, listening
comprehenson, or reading, you should make the student
aware tha heor sheneedsto deal with particular
problems, then contact the appropriate university
suppot service.

Handbookfor new

internaiond students:
http://www.public.iastate.edu/~intern
a_info/Faculty Saff/

Y ou mightfind theOn-line Teaching
Assistant Handbookdesignal
gpecifically for internaiond TAsS
hdpful in understanding the
internaiond studentsin your classes:
http://www.grad-
collegeiastate.edu/speakteach
[TAsectionll.html#Cultural

Minority Students and First-Generation College
Students

Minornty students and students who arefirst generation
college may receive free tutoring from Student Support
Services.

Minornty Student Affairs
2080Student Services Building
5152946338
http://www.ds0.iastate.edu/dept/msa/

Learning Disabled Students

Students identified as learning disabled will have been
tested and identified as learning disabled by the
university and provided with a form that certifies this
identification. With some disabilities, students may
have great difficulty with thewriting assgnmentsin
English 302and 314.For such students, hdp isavailable
throughthe Writing Center on an on-going basis. If a
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student can document his or her statusas learning
disabled, you should see the coordinaor of the Writing
Center and schedule an appointment for tha student
early in thesemester. Also, the student may need special
accommodaionsfor in-class writing or special grading
standads

Tutoring Services
Tutoring, provided by student peers, is available for
mog courses. The Academic Success Center@ Webste

describes its tutoring services this way:
We are dedicated to providing quality tutoring for the majority
of undergraduate courses. We offer both small group tutoring,
which consists of 2-4 students, and individual tutoring. Tutors,
hired for both their knowledge and ability to communicate,
work with students to identify problem areas and
misconceptions about the course material, provide frequent
feedback, and work towards creating self-motivated,
independent students.

Academic SuccesEenter

1076 StudentServicesBuilding
5152946624

TTY: 515/2946635
http://www.dso.iastate.edu/dept/asc/tu
toring.htm

Academic LearningLab

The Academic Learning Lab@ Websdte describesits

services this way:
The Learning Lab is a"learning how to learn" service designed
to assist students at any level. Lab consultants work one-on-one
with students to evaluate and identify problem study habits and
time management and develop strategies to improve them.
Workshops are scheduled throughout the year on topics such as
test taking strategies, memorization, reducing stress, and time
management.

AcademicSuccesEenter

1076 StudentServicesBuilding
5152946624

TTY: 515/2946635
http://www.dso.iastate.edu/dept/asc/a
cademic learning htm

Student Support Services Program

The Student Suppot Services Program (SSSP) amsto
improvetheretention and gradudion rate of low-
income, first generation, and disabled college students.
SSSP students can receive academic, persond, and
career coungling. The program also provides tutoring,
study skills workshops and basic skillsingructionto
correct weaknesses in both reading and writing. This
suppot is freefor students who qudify for the program.

5152940210

Contact Mariama Hodai
Student Services Building
secondfloor

Student Counseling Service

The Student Coungling Service offers free student
counglingin both persond and academic areas.
Coungingisboth groupandindividud. Y our students
may be paticularly interested in the career exploration
services, which indudeindividud counsling
workshopsin career decision-making strategies,
computer guidance systems (DISCOVER and
SIGIPLUS), and acareer library.

Student Counsling Service
2223Student Services Building, 3rd
Floor

AmeslA, 500112223
5152945056
http://scs.iastate.edu/
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The Student Coungling Service@@ Webste describesiits

services this way:
The mission of the Student Counseling Service (SCS) isto help
students enhance their academic and personal well-being. The
Student Counseling Service provides prevention, intervention,
information, and referral services to lowa State students. SCS
also provides consultation and training to faculty and staff to
assist them in addressing the psychological needs of students.

Department of English Writing Center

TheWriting Center in Carver Hall offers hdp to First-year compostion students
studentsin first-year compostion classes. TheWriting | should call for an appointment to
Center does not aways have the staff to provide work with awriting center consultant.
assistance to students taking advanced communication

COUISES,

Departmental Resour ces
Important departmental resources indudethe Macintosh labs the Writing Center, and files of
materials for teaching advanced communication.

Computer-Intensive Classes

You can ask to have your class meet the entire semester in one of the labs If you choo this
option, you will have full access to one of the labs every time your class meets. You will
probably want to use the lab for classroom activities, for writing exercises and revision, and
perhgpsfor evaluaion. Be sure to contact the assistant char the preceding semester and ask if a
lab will beavailable.

Computer-Enhanced Classes

You can arrange to meet your class once a week in the lab to do revision or other activities. If
you prefer to maintain a more traditiond classroom format but still want to use the computer
facilities for revision or peer editing, this might be a good option. If you choo this option, you
will have aregular dot available for your classin thelab.

Teaching Materials

The Advanced Communication Webste is available at hitp://engl.iastate.edu/awc/. It
indudes sample syllabi and assignments. All indructors are encouragesto use it as well
ascontributeto it.

Textbooks/M aterials

Indructors teaching their first or secondyear of 302 or 314at |SU can choo% from thefollowing
textbooks

Business Communication — English 302

Locker & KienZer. (2008) Busness and Administrative Communication. 8" ed. McGraw-
Hill/lrwin.
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Business Communication —English 302 (continued)
Bovee & Thill. (2008. Busness Communication Today. 9" ed. Pearson/Prentice Hall.
Technical Communication —English 314

Andason. (2007) Technical Communication: A Reade -Centered Approad. 6" ed.
ThomsonMWadsworth.

Johnon-Sheshan. (2007) Technical Communication Today: 2™ ed. Pearson/Longmen.

Until the next edition comes out, Rebecca Burnett@ book, Technical Communication, 2005 ison
thelist only for ingructorsin ther third year or beyondteaching at 1SU.

Supplemental Materials

Thefollowing texts are appropriate supplemental texts in addition to oneof thetextbookslisted
above These texts should not stand as lonetextbooksfor an advanced communication course.

Alred, Brusaw, & Oliu. (2008. The Busness Writer@ Conpanion. 5" ed. Bedford/St. MartinG.
Alred, Brusaw, & Oliu. (2009. The Bugness Writer@ Handbook 8" ed. Bedford/St. MartinG.
Alred, Brusaw, & Oliu. (2006. Handbookof Technical Writing. 8" ed. Bedford/St. Martin@
Ball & Arola. (2006) IX Visual Exercises for Tech Comm. (CD-Rom) Bedford/St. Martin@®.
Munge (2005) Document-Based Cases for Technical Communication. Bedford/St. Martin@.

Ingructorsin ther third year or beyondteaching 302 or 314 at ISU are free to select other
appropriate texts. However, ingructors selecting texts not on thelist need to send the
Director of Advanced Communication a short memo explaining why they chose ther
text.

A file of classsoommaterialsis available from DeannaStumboin 403 Ross. Thisfile
indudes sample syllabuses, assignments, exercises, handous, and examples, all
contributed by members of the staff who have taught English 302and 314 Y ou should
fedl free check outthese materials and use them as the basis for your classes.

Course Packets

Y our course packet mightindudeyour course syllabus course policies, exercises and
assignments, readings sample doauments, and copies of trangparendes you plan to use.
Course packets may be produced by commercial firms. The University Bookdore aso
offers a copying service, and many students prefer to buy thar packets fromthe
bookdore so that they can purchase all their booksin onetrip. TheUniversity Bookgore
also tendsto have the cheapest prices for produdng course packets.

14



Y ou are encouraged to put your packet togeher well in advance of thefirst class of the
semester. If copynghtpermissionsare necessary, you should have your packet ready to
be processed eight weeks before the semester begins The firm making up your packet
will obtain these pemissions butyou will need to provide full bibliographic information.
If no permissionsare required, the packet should be ready for processing two to four
weeks before the semester begins
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