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Introduction to this Manual 
 

Because advanced communication courses such as English 302 and 314 are required in many 
studentsÕ programs of study campus-wide, these courses an important part of the commitment by 
the Department of English to the university community. This manual provides background 
information essential to designing and teaching these advanced communication courses and 
ensures some consistency in content and evaluation standards in courses that have multiple 
sections. 

 
The manual is divided into five parts: 
 

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

 
!  Part 2. Course Construction discusses course components, describes typical course 

content for English 302 and 314, offers suggestions for constructing a syllabus and course 
policy sheet, provides departmental objectives for English 302 and 314, suggests possible 
approaches to teaching business or technical communication, and suggests student and 
instructor readings. 

 
!  Part 3. The section on Rhetorical Emphasis provides information about collaboration, 

revision, and case studies. (Future sections will include ethics, multiculturalism, and 
technology.) 

 
!  Part 4. The section on Revision, Assessment, and Evaluation provides information 

about grade inflation, about ways to define letter grades, possible grading criteria, and 
alternative assessment and evaluation strategies. 

 
!  Part 5. The section on Syllabi and Policy Sheets provides sample syllabi for advanced 

communication courses, identifies core elements that should be included on everyoneÕs 
policy sheet, and suggests additional elements for policy sheets that will improve class 
management. 

 
!  Part 6. The Resources section lists university departmental resources that support these 

courses, students and instructors and also provides a bibliography of print and electronic 
resources. 
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Part 1: Overview  
 

Descr iption of Advanced Communication  
Advanced communication involves discourse appropriate to the workplaceÑ business, industrial, 
government, and scientific settings. These courses offer students background readings and 
activities important to understanding concepts that inform the production and interpretation of 
texts in professional situations and give students extensive practice in workplace writing.  While 
Advanced communication courses share these common goals, the courses have traditionally been 
distinguished at Iowa State by audience and emphasis. 

 
English 302 commonly has as its audience students from the College of Business (finance, 
marketing, transportation logistics, accounting, and management majors) and from 
departments such as Agricultural Business, Textiles and Clothing, and Hotel, Restaurant, and 
Institution Management. English 302 traditionally emphasizes such documents as memos, 
letters, brochures, proposals, short reports, and websitesÑ with a focus on customer-oriented, 
managerial, and employment-related writing. 
 
English 314 generally has as its audience students from the College of Engineering 
(electrical, mechanical, industrial, and chemical engineering majors) and from departments 
such as Computer Science, Economics, Agronomy, Forestry, and Animal Ecology. English 
314 traditionally emphasizes such documents as instructional and procedural manuals, 
proposals, short and long reports, and websitesÑ with a focus on technically oriented and 
disciplinary communication for both expert and lay audiences. 

 

Enrollment 
Most students in your advanced communication classes will be non-English majors from many 
different departments and colleges across the university. English majors enroll can enroll in a 
special section of English 314 designated for them. 
 
Non-English Majors  
With few exceptions, non-English majors take advanced communication as a required part of 
their degree programs or to demonstrate English proficiency. Each department sets its own 
English proficiency requirement. In many cases, students can demonstrate proficiency with a C 
(or sometimes with a C- average) in 104 or 105 or their equivalents. Students who do not obtain 
this average must take additional English classes from our upper-level communication courses 
until they have earned the needed grades. Usually these students choose English 302 or 314 since 
these courses can simultaneously fulfill both major and English proficiency requirements. 
 
English Majors 
English majors are often quite interested in advanced communication courses that relate to job 
possibilities, such as technical writing and editing.  Because, however, English majors may not 
have the background in either business or technical subjects, they typically enroll in a section 
designated especially for English and Technical Communication majors. 
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Test-out Procedures 
Students may earn a T grade for English 302 and 314 by passing a test-out examination. The T 
grade gives students 3 credit hours toward graduation. The course is then listed on studentsÕ 
transcripts but does not influence their GPAÕs.  Test-out exams for both courses are offered early 
each spring and fall term. Exact dates and times are available on the Advanced Communication 
Website. The Director of Advanced Communication is responsible for administering the test-out 
examinations. 
 
University policy states that students may attempt a test-out for a course only once.  Department 
eligibility requirements state that students must be at least juniors and must have completed (not 
just be finishing) 104 and 105. Students may not be enrolled in the course at the time. 
 
Information about registration is available on the Advanced Communication Website.  The test-
our examinations for English 302 and 314 have about a 10-20% pass rate. Only studentrs with 
successful workplace communication experience and/or a record of high grades in composition 
should attempt it. 
 
The test itself lasts three hours. Students should be prepared to take the test in the Ross 
Macintosh computer labs. Approximately three weeks after the exam, students will receive email 
notifying them of the results. 
 

Requirements 
Although English 302 and 314 are multi-section courses, course content and classroom practices 
vary somewhat among individual instructors. The following requirements ensure some degree of 
equity among sections, so that you can be sure you are fulfilling Department and University 
expectations regarding English 302 and 314, and students can have comparable experiences in 
these courses. Suggested activities for fulfilling these requirements can be found in Part 2 of this 
manual. More detailed materials can be obtained on the Advanced Communication Website.  

 
1. Amount of Required Wr iting.  Every student in English 302 and 314 should 

complete seven to ten assignments. Approximately 5,000-6,000 words are required.  
These assignments can range in length from 1-to-2 pages to perhaps 7-to-10 pages.  
In general, you can use short assignments of a page or less for practice or as part of 
larger, multi-document assignments. Students should also complete at least two 
substantive assignments. 

 
2. Rhetorical Emphasis. Advanced communication courses should be taught with a 

rhetorical emphasis. That is, the material included in the courses and the 
organizational, stylistic, and format strategies students use should be adapted to the 
demands of particular rhetorical situations, audiences, and purposes.   

 
3. WOVE Emphasis.  Advanced communication courses should integrate written, 

oral, visual, and electronic work.   
 
4,  Assignments.  At least three assignments in English 302 and 314 should allow 

students to adapt material to their own disciplines. At least two of your assignments 
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should ask students to respond to situations outlined by you or dictated by the needs 
of an actual audience or by cases. 

 
5 . Revision.  Revision of some assignments is required in advanced communication 

courses, although you will determine the number of assignments to be revised and 
the nature of the revision activity itself. You may have students revise before or 
after you have evaluated their assignments. You may want a revision to count as 
one of the total assignments for the course. Revision after evaluation may not 
necessarily result in new or higher grades. 

 
6. In-Class Wr iting.  Some in-class writing and in-lab writing (if youÕre in a computer lab 

for some or all of your course) should be a part of advanced communication courses in 
order to accurately determine studentsÕ writing abilities. You will determine the amount 
and nature of the in-class/in-lab writing.  

 
7. Final Examinations.  The University requires that all classes of two credits or more meet 

during the final examination period.; therefore, you must have a final exam for your 
advanced communication course. See the Iowa State University Faculty Handbook for 
more information about final examinations. 
 

8. Collaboration.  Because of the importance of collaboration in the workplace, some 
collaborative activities, the number and nature of which you determine, are required in 
advanced communication courses. 
  

9. Correctness and Conventions.  StudentsÕ writing must conform to the standards of 
correctness and conventions common in the workplace. You may use either the first-year 
composition (approximately one major error per 100 words) or your own stringent 
standard to evaluate correctness and conventions. Students with special problems in 
meeting the standards may be referred to the Writing Center. Some students should be 
given special allowances for English as a second language, dialect interference, or 
documented disabilities affecting their language use.   

  
10. Grading Policies.  The University requires that at the beginning of the semester 

you inform your students about your grading policies, including the policy on 
plus/minus grading.  See the Faculty Handbook for more information. 
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Part 2: Course Construction 
 

Course Learning Outcomes 
Advanced communication courses have standard learning outcomes that all instructors are 
expected to use as the basis of their courses. Instructors may choose to add additional outcomes 
that are appropriate for the courses.  
 

English 302 Learning Outcomes 

!  Understand and apply rhetorical principles to business communication 

!  Understand and implement principles of effective document design in preparing business 
documents 

!  Understand the influences of organizational settings in the composition of business 
communication 

!  Understand the generic requirements of selected workplace documents 

!  Participate in the collaborative planning and executing of a project 

!  Understand the ways in which ethical issues influence research and application in your 
discipline 

 
English 314 Learning Outcomes 

!  Understand and apply rhetorical principles to technical communication 

!  Understand the generic requirements of important forms of technical communication 

!  Understand and implement principles of effective document design and the display of 
quantitative data 

!  Understand the influences of organizational settings in the composition of technical 
documents 

!  Understand the conventions of oneÕs own discipline and be aware of the variety of 
conventions across disciplines 

!  Participate in the collaborative planning and executing of a project 

!  Understand how ethical issues influence research and application in your discipline 
 

Business or  Technical Or ientation 
Regardless of the means by which you incorporate a rhetorical emphasis, you should be aware 
that advanced communication studentsÑ especially English 302 and 314 studentsÑ expect and 
need a business or technical orientation. Therefore, you should insure that typical business or 
technical situations, problems, and methods are incorporated in your course. Since your students 
come from many different majors and are headed for many different careers, designing such a 
course is not always easy. For example, future farm chemical sales representatives are not 
necessarily interested in the problems of future accountants, who are not necessarily interested in 
the situations of 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, one workable solution to this challenge of diversified majors is to let each of 
your students choose a company he or she uses throughout the course.  This company can be real 
or imaginary (IBM or a fictitious computer company) and based on your studentsÕ majors or 
their future careers. Some of your papers can then be general assignments using the studentsÕ 
companies. Thus, instead of assigning a case where your students compare several choices and 
recommend one, you can direct them to investigate several choices for their companies 
(competing software packages, cars for the corporate fleet, resorts for the annual awards 
conference, new carpeting for the offices) and then to recommend the best choice. Part of the 
good reputation English 302 and 314 have with the many departments requiring them is that 
students write papers, design presentations, and create visuals relevant to their own disciplines, A 
focus on an individual company is one way English 302 has been able to achieve this goal. 
 
For English 314, a workable solution to this challenge of diversified majors is to encourage 
students to use material they have been studying in courses in their majors. Thus, you might have 
your engineering or food science and nutrition students define an audience for a problem they are 
investigating in a lab and write a recommendation report to that audience. Similarly, your 
forestry or agronomy students might draw on their field experiences to write their assignments. 
 
When you are planning your writing assignments for English 302 and 314, you may include 
short, routine assignments (for example, orders and their acknowledgements, simple claims and 
adjustments, meeting notices, product definitions and descriptions, basic PowerPoint 
presentations, simple tables and graphs). However, these assignments should comprise a distinct 
minority of your advanced communication course. Routine situations are typically handled by 
email, phone, or form letters in the workplace. Although the textbooks do cover short routine 
writings and give some simplistic sample assignments, their audiences include junior college 
students as well as students in freshman or sophomore level courses.  English 302, however, 
concentrates on longer, more complex situations, especially sensitive management problems and 
communications within the organization, as well as problems with customers or clients. 
 
 

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

 
Theory 
Theory undergirds your teaching in English 302 and 314. You can help students understand 
theory generalizes and explains conventional actions. For example, you may use schema theory 
to explain why readers require background information about unfamiliar topics. You may use  
rhetorical theory to explain how context, purpose, audience and document design are 
synergistically related. You may use managerial theory to explain hierarchical relationships 
communication. You may use small-group theory to explain how team members interact.  
 
The bibliography in Part 6 lists useful sources. In addition, you might examine several of the 
journals in professional communicationÑ for example, Technical Communication Quarterly, The 
Journal of Business Communication, the Journal of Technical Writing and Communication, the 
Journal of Business Communication, and Business Communication Quarterly, InterComm, IEEE 
Transactions on Professional Communication, and Technical Communication. You might also 
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consider looking at recent issues of composition journals, such as College Composition and 
Communication, College English, Written Communication, or the Journal of Advanced 
Composition. 

 
Readings 
You may wish to use readings in English 302 and 314, as a means of giving your studentsÕ tips 
and how-toÕs from professionals (e.g., how to copy edit your documents, written by a veteran 
engineer), as examples of effective business or technical communication, or as samples of the 
kinds of communication done by professionals in various disciplines. The bibliography in Part 5 
lists some articles and anthologies. Of course, disciplinary journals and magazines written for 
nonexpert readers, such as Money, Forbes, Business Week, National Geographic, Smithsonian, 
Scientific American, and Popular Mechanics are other excellent sources of readings. 
 
You may want to use some of these readings as the basis for assignments. For example, an article 
about a business or technical subject written for a lay audience or a how-to example might serve 
as models for students you ask to compose similar documents.   
 

Course Components 
As an instructor of an advanced communication course, you will design your own class, but 
because about 50 sections of advanced communication courses are offered each semester, the 
Advanced Communication Program needs to maintain consistency across sections in the number 
of assignments, the objectives of the courses, and the grading practices.  
 
Certain pedagogical practices are successful. You can consult the Advanced Communication 
Website to review copies of other instructorsÕ syllabi and assignments. Certain course 
components are required in English 302 and 314, while others are optional.  The required course 
components include a rhetorical emphasis for assignments, collaboration, and revision.   
 

English 302 
The following topics, processes, and genres are typically included in English 302: 

!  Analysis and adaptation to various contexts and audiences  

!  Culture: international, national, organizational 

!  Nature of profit, nonprofit, and government organizations 

!  Rhetorical and discourse analysis 

!  Style and conventions: tone, clarity, conciseness, politeness/courtesy, correctness, etc. 

!  Letters and memos: structure, persuasiveness, content, direct and indirect organization of 
information, formats 

!  Proposals and reports 

!  Job unit (company analysis, letters, resume, interview) 

!  Informal and formal oral presentations, with PowerPoint and other AV support 

!  Website analysis and design and other electronic communication 

!  Visual communication: layout, graphics, etc. 
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!  Techniques for revision and peer editing  

!  Ethical and legal issues 

!  Collaboration and teamwork 
 
These items seldom form discrete course units. You may have students simply read about letter 
and memo format in the textbook, or you may design an activity to have students discover 
features of format by engaging in critical thinking activities in class. You will probably integrate 
audience analysis, style, and organizational culture throughout the semester. Even if your 
business communication textbook sticks firmly to the division of messages into informational, 
positive, negative, and persuasive, most texts still acknowledge that all communication has a 
persuasive element. You can integrate processes and genres such as group work, progress 
reports, oral reports, and information design throughout the course. 
 

English 314 
The following topics, processes, and genres are typically included in English 314: 

!  Analysis and adaptation to various contexts and audiences  

!  Culture: international, national, organizational 

!  Rhetorical and discourse analysis 

!  Style and conventions: tone, clarity, conciseness, politeness/courtesy, correctness, etc. 

!  Logic and organization of information 

!  Integration of visual and verbal information 

!  Visual communication: layout, graphics, etc. 

!  Techniques for revision and peer editing  

!  Ethical and legal issues 

!  Collaboration and teamwork 

!  User-centered design and usability 

!  Informal and formal oral presentations, with PowerPoint and other AV support 

!  Information architecture and information design 

!  Design and selection of various kinds of visuals  

!  Definitions and descriptions of mechanisms and processes 

!  Website analysis and design and other electronic communication 

!  Procedures, instructions, and manualsÑ print and electronic 

!  Information sheets, technical brochures 

!  Proposals, and various kinds of technical reports, both short and long 

!  Technical and scientific articles 
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Course Design  
The following lists suggest details you should consider when constructing a course. 

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

!  Selecting material to include. What should be included? How do you want to combine the 
material into units?  For instance, do you want to teach graphics as part of your unit on 
reports? What textbook(s), Websites, and other supplementary materials will help you 
accomplish the objectives and outcomes? 

!  Designing assignments. 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 analysis?  If so, 
when and what will be your first writing assignment? Should you start with an easy, basic 
genre like instructions? Or, should you start with something snappy like the job unit?  Is it 
fair to put an assignment so vital to studentsÕ futures at the beginning of the semester 
when they may not be as well prepared as they would be later in the semester? 

!  Using the course schedule to your advantage. How can you best spread your material and 
assignments over these dates? Does Thanksgiving vacation fall in an awkward place in 
your scheme?  (i.e., Are you covering something vital the day before vacation when 
several students may be absent?)  Have you considered your own schedule so that you 
donÕt receive 40 long reports in dead week when you are swamped with your own 
graduate assignments? Have you given yourself enough time to grade long assignments? 

!  Scheduling due dates. After covering material in class, have you given your students at 
least a week before their assignments are due? 

!  Concluding the course. How do you endÑ with a bang not a whimper, to miserably 
misquote T. S. Eliot? Should you end with the job unit, which definitely holds students 
attention?  Or do they need that material earlier? If you end with oral reports, what can 
you do to insure students attend the reports of others?   

 
Advanced Communication Consistency  

!  Balance the amount of written, oral, and visual work. 

!  Present clear, well-articulated assignments. 

!  Provide a print or electronic assignment sheet for each assignment. 

!  Include assignments in which students can use content from their own discipline. 

!  Include assignments based on workplace cases or actual audiences.  

!  Determine the number of length of assignments 
o Assign a minimum of 7 to 10 assignments. 
o Design assignments with a range of length (typically 1-2 pages to 7-10 pages). 
o Use short assignments as exercises or as parts of longer assignments. 
o Use in-class assignments as a way to monitor student performance. 
o Balance individual and collaborative work. 

!  Include a range of in-class activities. Use in-class writing as one variable in assessing 
student ability. 
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!  Provide varied kinds of feedback. 

!  Build in required revision.  

!  Select some percentage of assignments that must be revised. 

!  Vary ways in which revision is incorporated into the course.  

!  Include some revision for both in-class and out-of-class assignments. 

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

!  Include a range of collaborative and team activities and assignments. 

!  Use assessment of both individual and collaborative aspects of team processes and 
products. 

!  Seek both self-assessment and assessment of team members. 

!  Build in varied kinds of small group discussion/activities such as collaborative planning, 
collaborative writing , and peer editing. 

!  Balance individual and collaborative assignments, with slightly more emphasis on 
individual assignments. 

!  Have an easy-to-understand grading system. 

!  Provide students with a clear description of your grading policy. 

!  Base assessment and evaluative criteria on appropriate rhetorical elements.   

!  Clearly link expected outcomes to grades. 

!  Build in formative assessment and summative evaluation throughout the course. 

!  Provide assignment-specific assessment and evaluative criteria on each assignment sheet.  

!  Include some type of final examination or culminating assignment. 

!  Have a standard for adherence to conventions that is at least a little higher high than FYC. 

!  Require adherence to conventions using some articulated standard. 
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Part 3: Rhetorical Emphasis 
 
Seeing the interrelationships of (a) the writer, speaker, or designer, (b) the reader, listener, or 
viewer, and (c) the document, presentation, or visual in professional settings is fundamental to 
English 302 and 314. Whether preparing documents, presentations, or visuals that use recognized 
conventions and standard formats or that develop documents, presentations, or visuals that alter 
conventions, your students should understand that choices of material, organization, and 
expression are made for particular situations, audiences, and purposes and that these choices 
develop your studentsÕ ethos as professionals.   
 
Minimally, you should include these rhetorical elements as you design assignments: 

!  Context/occasion/situation !  Organization/coherence 

!  Content !  Support/development 

!  Purpose !  Visuals 

!  Audience  !  Design 

!  Argument/logic !  Language style and conventions 

 
Because of the rhetorical emphasis, your assignments in English 302 and 314 should ask students 
to respond to specific situations as well as offer students some opportunity to prepare documents, 
presentations, or visuals for audiences in their own fields of study. Discussion of organizational 
culture and discourse conventions is useful. This opportunity to practice composing disciplinary 
discourse is particularly important, since English 302 and 314 specifically concern 
communicating for the professions. Your major criterion for evaluating assignments should then 
be their rhetorical emphasis. That is, your studentsÕ documents, presentations, or visuals should 
be suited to the situation, audience, and purpose. 
 

Collaboration  
Because collaboration is common in the workplace, you should include some assignments in 
English 302 and 314 that will require students to collaborate.  You should, however, balance 
these collaborative assignments with assignments that require individual writing, so that you can 
accurately assess studentsÕ abilities independent of collaborative situations. 
 
Collaboration may take several forms, from small-group discussion and peer editing to 
collaborative writing.   

 
Small-Group Discussion and Peer  Editing   
You can use small-group discussion and peer editing to encourage collaborative learning, where 
students take responsibility for mastering material and conveying it to others.  For example, you 
might ask students to work in small groups, discussing sample documents, analyzing cases, or 
exploring issues important to writing, then report to the entire class on their findings.  Similarly, 
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you might ask students to give their peers feedback on drafts in progress by scheduling in-class 
revision sessions for a two-person exchange of papers or the joint revision of a single document, 
or by asking students to exchange drafts out of class. 
 
If you teach in the computer labs, software is available that can facilitate small-group discussion 
and peer editing 
 
You can use small-group discussion and peer editing when studentsÕ documents are individually 
written, or you can use these in conjunction with collaborative writing. 
 
Collaborative Wr iting   
You can use many forms of collaborative writing to help students learn effective strategies for 
working in groups.  For example, students might jointly author a document or series of 
documents, or they might individually produce separate parts of a multi-section document or 
separate documents in a complex project.  When deciding on collaborative writing assignments, 
however, you may wish to be certain that the documents students are asked to compose are 
sufficiently complex that collaboration is a viable alternative to authoring documents 
individually.  Producing a short and uncomplicated letter, for example, would rarely be a suitable 
task for collaboration.  On the other hand, producing a 7 to 10 page report and delivering an oral 
presentation on that report would be tasks that require the pooling of skills collaboration 
provides. 
 
Many textbooks used in English 302 and 314 include collaborative activities.  In addition, see the 
Director of Advanced Communication for sample assignments.. 
 
Because collaboration involves the contributions of a number of students to a document or series 
of documents, evaluating collaborative writing can be complex.  See Evaluation, p. 15, for a 
discussion of grading for collaborative projects.  

 

Case Studies: Service Learning Scenar ios 
Two ways of achieving a rhetorical emphasis are using cases and real-world scenarios.  In order 
to include a rhetorical emphasis in your course, you may wish to use cases:  extended 
descriptions of situations that ask students to write by adopting the personas of individuals in the 
cases.  Sample cases for English 302 and 314 are included in the file of teaching materials 
available from the Director of Advanced Communication.  Other sources for cases include 
textbooks in English 302 and 314 and books devoted solely to cases.  (See the bibliography in 
Part 3 for helpful references on cases.) 
 

If you decide to use cases in your course, you may wish to remember that students sometimes 
have difficulty adopting personas because of a lack of experience with professional discourse 
communities, corporate cultures, the job roles existing within organizations, or the situational 
and legal constraints that pertain in the professional world.  In order to assist students while still 
retaining the aura of reality that cases impart, you may wish to have students construct their own 
cases from their experiences--although you will have to check these cases to make sure that 
students have devised sufficiently complex writing tasks.  You should also be aware that students 
will sometimes construct cases in areas where you lack expertise, and you will need to evaluate 
their work within its discipline. Asking for a rhetorical analysis of the situation where they 
describe the audience and purpose will help you make the evaluation.   
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If you do not wish to include cases in your course, you can still attain a rhetorical emphasis by 
asking students to compose their assignments in response to specific situations available on 
campus or in community businesses and non-profit organizations..  Situations that concern 
organizations students know well or where they may have worked, such as the university, 
clothing stores, or restaurants, are good choices.  Alternatively, you might have students write for 
real readers they know and real situations with which they are familiar.  For example, students 
might compose a manual for particular software, to be used by those new to the departmentÕs 
Macintosh labs.* Some instructors have used service-learning projects by contacting non-profit 
organizations in the area and offering to prepare written documents for them. 
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Part 4: Revision, Assessment, and Evaluation 
 

Revision  
You should include revision opportunities in English 302 and 314, so that your students can gain 
experience in diagnosing and solving the problems that readers may have with documents, 
presentations, and visuals. Thus, your goal in revision is both to help your students develop the 
ability to assess their documents, presentations, and visuals, based on the rhetorical emphases of 
their assignments and to teach your students how to choose among a range of revision strategies. 
 
You can include revision before you formally evaluate assignments, or you can include it after 
the penultimate draft is completed. You can employ a number of methods or combinations of 
methods to give students feedback on drafts before you evaluate them:   

!  Using peer editing to critique drafts of documents or visuals in progress 

!  Scheduling conferences with students concerning drafts of documents or visuals in 
progress or reading or writing comments on these documents or visuals 

!  Having students field-test their drafts of documents and visuals on the actual 
readers/users 

 
In order to make decisions about ways to incorporate revision, consider your responses to the 
following questions  

!  How many assignments can students revise? All of them? Only 2-3? Only one for a new 
grade? 

!  What kinds of assignments can they revise? Only D and F papers? Any document or 
visual they can improve? 

!  Do you want to restrict some assignments from revision? In-class assignments? Long 
reports? (Highly recommended, especially if they are scheduled in the last two weeks or 
finals week.) The last two or three assignments, when they should finally have the hang of 
writing (and when, if you are a T.A., you may be going crazy with your own classes)? 

!  What process do you want students to follow? How long do they have? Next class period? 
Five days? A week? Do you want the original back along with the revision so you can 
check to see how well your comments were noted? 

!  Will you grade the revision? How will you handle the grade? Average the original and the 
revision grade? (DonÕt do this very many times or you will have serious grade inflation.)  
Give one grade, the equivalent of a paper grade, for all revisions? 

 
Revision after evaluation is also possible, but you should be aware that such a practice may lead 
to inflated grades.   
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Assessment and Evaluation 
Your primary criterion for evaluation should be how well traditional criteria such as content, 
organization, style, mechanics, format, and appearance/delivery are adapted to a rhetorical focus.  
Your course grades should be based mainly on written work, but you might also want to include 
items such as quizzes, homework, oral presentations, group participation, class participation, and 
attendance. 
 
University policy states that you must tell your students how they will be graded (that is, the 
percentage of the final grade devoted to each assignment) and what your attendance policy is. 
Also, remind them that you will use plus/minus grading.  The Faculty Handbook provides more 
information on these topics. 
 
Consider the following questions as youÕre designing your assessment and evaluation policies 
and practices: 

!  Which assignments will count toward the studentÕs grade?  What percent of the grade will 
each assignment count? 

!  Will you count in-class writing? 

!  Will you grade revision?  If so, how will revisions influence the final grade?  (Remember 
that graded revisions can raise studentsÕ grades to unrealistic levels.) 

!  Will you allow extra credit work ? 

!  Will you give--and countÑ quizzes? 

!  Will homework grades count? 

!  Will attendance influence grades?  If so, how?  Will you give students one week Òsick 
leaveÓ (any absence), then subtract a third of a letter from their final grade for each day 
missed (a B+ would drop to a B, a B to a B-)?  Do you make exceptions for hospitalization 
(you probably should if it is verified) or university sponsored field trips?  What about job 
interviews?  Yes they are important, but some students will claim them for ten or more 
class periods. 

!  Do you have some minimum standards to pass your course?  For instance, some teachers 
say that, in order to pass, students must do all the assignments, pass at least one inclass 
assignment (including mechanics), and pass at least two out-of-class assignments without 
revision. 

!  Will you penalize students for turning work in late?  How much?  One letter grade per 
calendar day?  One letter grade per class period?  Will you refuse to accept late work at 
all? 

!  How will you count mechanics?  Do all papers have to meet First-Year Composition 
standards or your own, tougher standard? 
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Conventional 

Letter Grades*  
ISU 4-Point 
Grading* 

Example of 
Numeric Grading 

Your Numeric 
Grading 

A+ 4.00 98-99  

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+ 2.33 78-79  

C 2.00 74-77  

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/~catalog/2001-03/geninfo/e-grade.htm 

 

The following sections discuss three important topics regarding evaluation: grade inflation, 
definitions of letter grades and grading criteria, and final examinations. 

 

Grade Inflation 
For some years now, concern has been expressed inside and outside the  Department of English 
over grade inflation.  This grade inflation may in part be due to the fear that hard grading will 
lower student evaluations, which are given so much weight by the department and the university.  
Review committees, however, tend to look favorably on instructors who evaluate by giving a 
spectrum of final grades. 
 
Certainly this grade inflation is also heavily influenced by six common grading practices:  
awarding high initial grades, overemphasizing revision grades, overemphasizing collaborative 
writing, ignoring in-class writing, disregarding mechanical errors, and grading for effort rather 
than achievement.  These problematic grading practices are discussed in the following sections, 
which also suggest alternatives for each practice that will make accurate grades seem fairer to 
students and thus may help improve student evaluations.  You can use these alternatives alone or 
in combinations. 
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Awarding High Initial Grades 
You may be tempted to grade more easily on the first few assignments, because you do not want 
to panic your students or penalize for concepts that you have not yet taught.  While you may tell 
your students, your colleagues, and yourself that you will grade more harshly as the semester 
advances, the fact is that once you have set the standard, it is next to impossible to make the 
standard harsher. 

Alternatives 

1.  Grade all assignments on the same grading criteria, but make later assignments count 
a greater percentage of the final grade. 

2.  Put all grading comments and marks but no letter grades on first assignment or two. 

3.  Make the first grade or two informational only, in order to inform students on your 
grading practices, but do not record these grades. 

 
Overemphasizing Revision Grades 
Letting students revise an unlimited number of assignments an unlimited number of times is 
probably the biggest cause of our grade inflation.  While it is true that learning to revise is an 
important part of advanced communication classes, too many revision grades distort grading 
accuracy.  In fact, some claim that when teachers carefully critique drafts, the final product 
becomes more the work of the teacher than of the student.   

Alternatives 
1. Allow all graded papers to be revised to help improve future work but not for a new 

grade. 
2. Limit revision to a draft that is produced before you grade the assignment. 
3. Limit the number of assignments that can be revised for a new grade to no more than 

two.  Average the original and revision grades for the assignment. 
4. Allow students to repeat one or two assignments with different topics. 
5. Have all papers revised.  At the end of the semester, assign a grade for revision 

quality which becomes part of the final grade. 
 

Overemphasizing Collaborative Wr iting 
While learning how to collaborate is a major goal of advanced communication classes, making 
most of the assignments group work may not be helpful either for students or for you, in terms of 
evaluation.  When most of the writing is produced by groups, weak students can easily be carried 
along by the more skillful writers in the group.  In fact, if most assignments are produced by 
groups, you may never know who the weak writers are. 

Alternatives 

1. Have at least half of the assignments individually produced and require a passing 
grade on at least three of them. 

2. Limit the collaboration on an assignment to one particular kind.  On one assignment, 
students might brainstorm before producing their own individual drafts; on another 
assignment, they might critique each other's rough drafts; on a later assignment, they 
might proofread final drafts. 
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3. Have collaborative assignments where individual students are responsible for and 
graded on specific parts of the assignment.  (See Margaret Baker, ÒImplementing the 
Company Approach in Business Communication Classes,Ó ABC Bulletin, March 
1986, pp. 23-5 for a good example.)   

4. Have each student keep a log: a record of studentsÕ contributions and an analysis of 
the performances of all group members.  These logs will help keep you informed of 
strengths and weaknesses, both group and individual.   

5. Assign each student a grade for their work in the group, based on the completed 
assignment and information from the logs of all group members.  The multiple logs 
will offer a system of checks and balances, allowing you to assign accurate group-
work grades. 

6. Limit collaborative grades to a smaller portion of the final grade than the portion 
given to individual assignments.  For example, a collaboratively written long report 
could have the same weight as a shorter, individually written assignment. 

 
Ignoring In-Class Wr iting 
Ignoring in-class writing contributes to grade inflation by making it difficult to learn what 
individual students can do.  You will have no way of accurately assessing whether or not 
students are doing their own work if you have no in-class work for a baseline. 
 
You should also include in-class writing in advanced communication classes because when your 
students are in professional situations, they may have to produce adequate documents under time 
constraints, in response to unfamiliar situations.  In addition, in most of those situations, 
someone will expect an adequate working document to have been produced before feedback.  
Ignoring in-class writing, then, robs students of valuable training, as well as contributing to grade 
inflation. 

Alternatives 

1. Assign and grade one or two in-class papers.  One could be your final exam. 

2. Give a diagnostic in-class assignment the first week of classes.  You can critique 
these assignments so students know how well they are doing, but you do not have to 
assign a grade. 

3. Give a diagnostic in-class assignment the last week of classes so that students--and 
you--can see how much their writing has improved. 

4. Use two class periods for an in-class assignment.  (This alternative works better 
toward the middle or end of the semester.)  Collect the drafts at the end of the first 
period; let students revise them the second period.  Warning:  between the two 
periods, you should initial and number the pages of drafts, or some students may slip 
in a new draft written at home with a lot of help. 

5. So that students do not have to approach the situation cold, use a case you have 
discussed previously in class.  This alternative has the double benefit of rewarding 
class attendance.   Or give students a case with multiple writing possibilities to 
ponder ahead of time, but do not reveal which writing task will be assigned.   

6. Let students brainstorm on the assignment in their groups before producing their own 
individually written responses. 
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Disregarding Mechanical Er rors 
Many teachers no longer use the departmental mechanics standard of failing papers with more 
than one error (as defined by the first-year composition manual) per one hundred words. Basing 
your standards on rhetorical situations might be a better option. For instance, the letter of 
application should have no errors in it if the student expects to get a job. On the other hand, even 
professionals sometimes miss typos in longer documents, so students should not be required to 
write longer papers error-free.  Your mechanics standard should be given to students in writing, 
at the beginning of the semester and with each assignment. 

Suggestions 

1. Accept no papers that have not been spell-checked. 

2. For at least some assignments, use the standard that if the document could not be used 
in the professional world, it will not pass.  This means that documents will fail if they 
have glaring errors like typos in cost figures, misspelling of the reader's name, or 
misspelling of a major term (for example, campus fundraising documents for 
muscular dystrophy that misspell dystrophy). 

3. On one assignment use the really tough standard:  one obvious error, one letter grade 
off; two obvious errors, automatic F.  The application letter/resume assignment is a 
good choice for this standard, since students readily acknowledge the importance of 
correctness in these documents. 

 
Grading for Effort 
Some teachers may be tempted to give CÕs and BÕs to poor papers because of the large amount of 
time and effort the student put into the assignment.  This practice is contributing to grade 
inflation while also giving students the wrong impression of the professional world.   
 
The professional world has at least three treatments of effort.  On the most positive level effort is 
sometimes acknowledged.  For example, although an account representative fails to snare a new, 
large account, the account supervisor may still say, "You really tried, Lee," but the commission 
certainly will not be there.  On the most negative level, the professional world assumes a certain 
base level of proficiency.  It is not enough for the surgeon to say, "I tried to get all the clamps out 
before I sewed you up," or for the heating engineer to say, "I tried to install your furnace so it 
would not set your house afire."  The lawsuits will still follow.  And on a middle level, even lots 
of effort with moderate proficiency is still frequently not enough to keep businesses operating.  
For instance, a moderately proficient computer supply company may well be forced out of 
business by its more proficient competitors. 

Alternatives 

1. Use clear grading standards that evaluate writing proficiency, not effort. 

2. On one or two early assignments, let effort be rewarded by giving ungraded feedback 
on a draft version or two. 

3. Make a small portion of the grade, 5% or less, be for effort.  This percentage will be 
enough that borderline students who tried hard might be able to get a higher grade. 
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Definitions of Letter  Grades/Grading Cr iter ia 
The following definitions of letter grades may help you evaluate your studentsÕ work more 
accurately so that grade inflation can be reduced. 

 
AÑ Outstanding work.  Shows a superior analysis of assignment.  Provides excellent 

selection of content, organization, and wording of material to fit the rhetorical needs 
of the particular situation.  Uses a style that is fluent and coherent.  Has no 
mechanical errors.  Shows great insight, perceptiveness, originality, and thought. 

 
B--Good work, significantly above level necessary to meet course requirements.  Has a 

thorough, well-organized analysis of the assignment.  Shows judgment and tact in 
the presentation of material appropriate for the intended audience and purpose.  
Supports ideas well with concrete details.  Has an interesting, precise, and clear 
style.  Is free of major mechanical errors.  Strong, interesting work, although minor 
problems remain. 

 
CÑ Meets all basic requirements of the course and assignment.  Provides a satisfactory 

analysis of the writing task, subject, and audience.  Accomplishes its purpose with 
adequate content and detail.  Uses details, organization, and expression appropriate 
for the rhetorical context.  Has acceptable mechanics.  Nothing remarkably good or 
bad about the work.  Equivalent work could be mailed out in the professional world.   

 
DÑ Meets the assignment but is weak in one of the major areas (content, organization, 

style, mechanics) or offers a routine, inadequate treatment.  Shows generally 
substandard work with some redeeming features. 

 
FÑ Unacceptable work, in one or more of the major areas.  Fails to meet one or more of 

the basic requirements of the course or the assignment.  May fail to cover essential 
points, or may digress to nonessential material.  May have inadequate development 
resulting from failure to support generalizations or from unclear relationships 
between generalizations and examples or details.  May lack adequate organization 
and show confusion or misunderstanding of rhetorical context.  May use an 
inappropriate tone, poor word choice, excessive repetition, or awkward sentence 
structure.  May be unclear. 

 
This F category includes an otherwise fine paper that does not meet your mechanics standard (no 
more than one mechanical error per 100 words or your own tougher standard) or that has a 
problem which would prevent the document from being used in the professional world (such as 
factual misinformation or misspelling of client's name).  The F category may also include an 
assignment that does not follow your instructions. 

 

Grading Cr iter ia 
In line with the rhetorical emphasis underpinning English 302 and 314, your primary grading 
criterion should be how well your student's work fits the rhetorical situation stipulated in your 
assignment.  Thus, you will need to adapt general criteria such as content, organization, and style 
to this specific situation.  For instance, for some negative letters, an appropriate introduction 
might be a buffer while other negative letters might begin deductively with the negative 
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information.  For some reports, formal tone would be appropriate, while for others a 
conversational tone would best suit the audience and purpose. 
 
With the proviso that grading criteria must be adapted to rhetorical situations, the following 
outline provides some general guidelines you may find helpful for evaluating material, 
organization, style, and mechanics. 
 

Mater ial. Is the materialÑ both verbal and visualÑ well-chosen for the particular situation, 
audience, and purpose? 

!  Generalizations backed up with adequate specific supporting detail 

!  All points adequately covered, with no unnecessary material 

!  Accurate information 

!  All points logically presented and supported 

!  Material free of contradictions 
 
 Organization: Is the material well organized for the particular situation, audience and 

purpose?  Does the format support the organization? 

!  Clear, logical overall structure, signalled (where appropriate) by headings and 
forecasting statements 

!  Clear, logical paragraph structure 

!  Smooth transitions 

!  Appropriate introduction and conclusion 

!  Well-placed material (for logic, psychological effect, and emphasis) 
 

Style and syntax. Is the style appropriate for the situation, the audience, and the writer's 
ethos? 

!  Clarity 

!  Conciseness 

!  Coherence 

!  Tone (you-attitude) 

!  Emphasis 

!  Diction  
1. Appropriate to the audience 
2. Avoids clichŽs and unnecessary jargon 
3. Uses an appropriate tone 

!  Sentence structure 
1. Avoids monotony 
2. Avoids primer or overly complex style 
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Mechanics. Does the document, presentation, or visual meet at least the First-Year 
Composition standards for mechanical correctness (one error per 100 words).  You should 
consider using stricter standards. 

!  Grammar 

!  Spelling 

!  Punctuation 
 

Final Examinations 
Although the university requires that English 302 and 314 classes meet during the final 
examination period, the activity you schedule need not be a traditional final exam.  You might, 
for example, give students a take-home final due at the time of the exam, or you might ask 
students to prepare, out-of-class, a cap-stone assignment such as a portfolio of their work or an 
independent project of their choice. 
 
Giving a traditional examination, a take-home exam, or a cap-stone assignment can be an 
important means of evaluation, because these represent the final sample of your studentsÕ writing 
that you will see.  Thus, the activity you schedule during the final examination period should 
allow you to weigh your studentsÕ progress over the course of the semester and enable you to 
assess with some degree of accuracy how much they have learned. 
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Part 5: Syllabi and Policy Sheets 
 

Your syllabus and policy sheet should be models of excellent professional communicationÑ  
in content, tone, organization, and document design. Think of your syllabus and policy sheet 
as contracts, which might, in fact, be construed as legal documents if any aspects of your 
course are grieved or litigated. 

By the end of the second week of class, please submit (1) a print copy of both your syllabus 
and policy sheet to Deanna Stumbo, Ross 403, and (2) an electronic copy to Rebecca Burnett 
rburnett@iastate.edu.  Please name the file(s) using this conventionÑ indicating the 
appropriate course number and substituting your name in the appropriate place:  

Engl 302 Syllabus Burnett F04  (if the syllabus is a separate document) 

AND   

Engl 314 Policy Burnett F04  (if the policy is a separate document) 

OR  

Engl 302 Policy/Syllabus Burnett F04 (if theyÕre a single document) 
 

Syllabus Check List 

 

!  Language 

!  Avoid Òreal-worldÓ; use Òworkplace.Ó 

!  Avoid Òday offÓ; instead Òlab day,Ó Òteam workday,Ó Òconference day.Ó 
 

!  Instructor information 

!  Include your name and all relevant contact information/office hoursÑ when, 
where, how to reach you. 

!  Indicate your availability/expectations for individual and small  group 
conferences.  

!  Summarize teaching philosophy/approach. 

 
!  Course statements 

!  Provide a course descriptionÑ from ISU catalog. 

!  Provide information about the class meetingÑ days, time, place(s) of class. 

!  Identify the course objectives and learning outcomes. 

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

!  Note on the syllabus that it may be modified during the semester to better meet 
needs.  

!  List the materials required for courseÑ books, access to computers, and so on.; 
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!  Course work 

!  Provide a brief description of assignments/projects. Indicate that detailed 
assignments will follow for each assignment. 

!  Provide the due dates for all assignments/projects. 

Policy Sheet  Check Li st 
 

Your policy sheet should include a number of statementsÑ at a minimum, statements about 
attendance, ADA, discrimination/harassment, academic integrity/plagiarism, assignment 
submission policies, and grading. These are a protection for you and an aid to your students. In 
addition, you should include information about student engagement as well as your revision 
policies. You are urged to read the Student Information Handbook, available electronically Ñ  
http://www.dso.iastate.edu/handbook/toc.htm Ñ  so you know Unoiversity policies and can 
provide appropriate information to your students in summaries and links.  
 

!  Policy statements 

!  Include an ADA compliance and accommodation statement. 

!  Include a statement about participation and professionalism.  

!  Include a statement about discrimination and harassment.  

!  Include a statement about intellectual property and plagiarismÑ intolerance, 
compliance with ISU disciplinary policy.  

!  Specify your class attendance policyÑ for example, the impact absences have on 
the grade; information about excuses (e.g., medical excuses need a signed and 
dated explanatory letter from a physician; athletic excuses need a signed and 
dated explanatory letter from the appropriate coach; interviewing excuses need 
official documentation of the date/time of interview with statement that no other 
time was possible; family/personal emergency excuses need a signed and dated 
explanatory letter from the studentÕs advisor or other appropriate authority.  

!  Include a statement about your expectations for submitting assignments. 

 
!  Student engagement/participation 

!  Indicate that a substantial portion of the class work will be collaborative; thus, the 
course include several team activities and assignments. 

!  Indicate that the course includes in-class activitiesÑ discussions, problem-solving. 

!  Discuss your expectations for reading and homework. 

!  Indicate that the course has a substantial number of electronic activitiesÑ lab 
activities, class e-list, e-mail interaction. 

!  Indicate that the course expects substantial peer feedbackÑ response to peersÕ 
written, oral, and visual work. 

!  Indicate that the course includes an expectation that students create a portfolio of 
their communicative performance. 
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!  Revisions 

!  Provide overall evaluation criteria/expectations, with a note that assignment/ 
project-specific criteria will be provided with each assignment/project. 

!  Indicate whether you will give quizzes and tests. Note that the University requires 
that all classes give a final examination. 

!  Explain your revision policyÑ rationale, expectation, frequency, impact on grade. 

!  Explain your position about intellectual property and plagiarismÑ intolerance, 
impact on grade  

!  Explain exactly what grades meanÑ percentages of what contributes to final 
grade. Make the grading system clear and simple and easy to understand. The 
following table identifies ISUÕs official letter grades and 4-point equivalents. The 
table also lists a common, comparable numeric system and provides a place for 
you to list your own system. 

 
!  Signed statements  

!  Provide a form for students to acknowledge (sign and date) having read, 
understood, and agreed with class policies 

!  Provide a form for students to agree (sign and date) that instructor can use student 
work as examples 
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Sample Policy Statements 
The following statements are samples that you can use, but you may also use other similar 
statements that accomplish the same purpose. These sample statements have been developed and 
by a number of advanced communication instructors, including Rebecca Burnett, Therese Judge, 
Margaret Mahoney, Katherine Miles, and Mark Satterfield. 
 
Sample Attendance Statements 
Use one of these statements about attendance, modify one, or create your own statement about 
class attendance, including policies for being tardy and leaving early. 
 

Class attendance is expected on days we are scheduled to meet. Class time will include discussions of readings, 
presentations, occasional lectures, discussions of assignments, writing workshops, and other activities.  Please 
call or leave a message if il lness, 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. 

 
The instructor 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 allowed 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 allowed 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 f inal grade by one letter 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. I do not require any permission note. After the given four 
absences, a student's f inal course grade begins to be reduced 1/3 grade (A- to B+, for instance) for each 
additional absence.  After  four  absences, there are no excused absences. So use your four absences wisely. 
You are responsible for  information and mater ials you miss.  You should obtain notes from classmates.  
While I will not repeat an entire class time for a student who misses, I 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 a late 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 ÒFÓ.  (Being present means being in class a minimum of 40 
minutes.) 
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Sample ADA Statements 
Use one of these statements about ADA compliance and accommodation, modify one, or create 
your own statement about ADA compliance and accommodation. 

 
ADA Compliance and Accommodation: Iowa 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 f irst 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 a documented physical or learning disability should see me 
immediately in order to work out a plan. Please request that a Disability Resources staff member send a SAAR 
form verifying your disability and specifying the accommodation you will need. You may contact the Disability 
Resources (DR) office, located on the main f loor of the Student Services Building, Room 1076 or call them at 
515-294-6624. 
 
If you have a disability and require accommodations, please contact me early in the semester so that your 
learning needs may be appropriately met. You will need to provide documentation of your disability to the 
Disability Resources (DR) off ice, main f loor 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 a documented disability and anticipate needing accommodations in this course, please make 
arrangements to meet with me soon, preferably in the f irst 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.  

 

Iowa 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 f irst 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 alternative format.  Anyone who anticipates diff iculties 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) off ice, located on the main f loor of the 
Student Services Building, Room 1076 or call them at 515-294-6624. 

 

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

 

If you have a documented 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 is located in 1076 Student Services Building. 



 

6 

Sample Participation and Professionalism Statements 
Use one of these statements about class participation and expected professional attitudes and 
behavior, modify one, or create your own statement about class participation and 
professionalism. 

 
PARTICIPATION: This is a class in communication, so your participation is essential.  Get involved.  
Volunteer.  Question.  Probe.  Expect also to engage regularly in a variety of in-class activities and exercisesÑ
oral, visual and written; individual and collaborative.  Bring in at least one ÒextraÓ to share during the semester.  
Share relevant ideas and observations.  Bring in copies of relevant clippings and articles. Offer your own 
experiences.  Make connections between what weÕre discussing in this class and what you hear elsewhereÑ for 
example, whatÕs going on in other classes, what you hear at conferences, what you hear in our colloquia, what 
guest speakers say, and so on. 

 
Par ticipation: I will evaluate your participation throughout the term. Also, your team members in Assignment 
#6 will submit an evaluation of your performance in this study; I 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. You 
are to participate actively in workshops: whenever a workshop is scheduled, you are to have assigned materials 
ready for the workshop. These materials are due at the beginning of class; a student without materials for a 
workshop receives a mark against participation on that date. 

 
 
 
Sample Discr imination and Harassment Statements 
Use one of these statements about discrimination and harassment, modify one, or create your 
own appropriate statement. 
 

Iowa State does not discriminate on the basis of race, color, age, religion, national origin, sexual orientation, 
sex, marital status, disability, or status as a 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 ISU's Website.)  
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Sample Grading Statements 
The details of the following sample grading statements are not necessarily those you might 
choose to use for your courses, but the level of specificity is appropriate. Use one of these 
statements about grading, modify one, or create your own statement about grading. 
 
 
Sample 1 
 

Grades. The final course grade is made up of five parts with varying weights.  They are as follows: 
 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 a typical percentage correct calculation  
 
We will use simplified categories of evaluation for writing assignments in this course. Each written 
assignment will be judged unacceptable, acceptable, or  super ior . A super ior  document meets 
professional requirements; has worthwhile content; sensible organization; readable style; and appropriate 
design, visuals, and mechanics. An acceptable document satisf ies 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    2    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: I give you grades based on your workÑ 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: I will not change your grade to accommodate your circumstances, i.e., I 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: I will not change your grade to accommodate your circumstances. 
 
If this is not clear, discuss this with me very early in the semester. 
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Sample 2 
  

GRADES: Letter grades on assignments will be converted to numeric grades: 
  A = 95, A- = 92, B+ = 88, B = 85, B- = 82, C+ = 78, C = 75, and so on. 

1. analysis and revision of document (individual) _____ x15% = _____ 

2. PowerPoint presentation (individual) _____ x15% = _____ 

3. Project #1  (individual or collaborative) _____ x15% = _____ 

4. Project #2 and presentation (individual or collaborative) _____ x25% = _____ 

5. Project #3 (individual or collaborative)  _____ x15% = _____ 

6. quizzes and final exam (individual) _____ x15% = _____ 

7. on-line postings related to readings (individual) P/F = _____ 

8. regular memos (status updates, etc.)  P/F = _____ 

9. short assignments (individual and collaborative) P/F = _____ 
 

 total _____ / 100% = _____ 

10. attendance 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 a team keeps.    

 
 
 
Sample 3 
Assignment 48% of graded 

work is individual 
52% of graded 

work is 
collaborative 

P/F 

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-class/lab assignments ____ x3% ____ 2%  
11. final portfolio ___ x5%   
12. attendance   +/- 
Subtotals      
Grade_____ 
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Sample Academic Integrity and Plagiarism Statements 
Use one of these statements about academic 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 s/he must report suspected academic dishonesty to the Dean of Students' office.  
Please, do not put me in the position of report ing suspected academic dishonesty and please review the 
Student Handbook so you are clear on what behaviors are included in "academic dishonesty."  
 
Use of sources:  All work is to be 100% your own work (in collaborative contexts, generated 100% by you and 
your group). As is true of all work done at the university, any secondary sources used in papers (works of 
criticism, lectures, interviews, f ilm, 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 a failing grade. When working as a group, individual 
members are separately responsible for citing the sources they used for a given assignment: individual group 
members will 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 a target in the dark, but you wonÕt 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 REQUIREM ENTS AND PLAGIARISM: Failure to fulfil l any requirements outlined in this 
syllabus will cause you to fail the course. Plagiar ismÑ misrepresenting someone else's work as your  own 
without giving the author  due credit through citation or  acknowledgment-Ñ will also result in a failing 
grade for  the course.  
 
Plagiarism occurs when a writer, 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"). I 
strongly urge you to read ISU's definition of academic dishonesty; I support it fully: 
 http://www.lib.iastate.edu/commons/resources/facultyguides/plagiarism/dishonest.html 
I also urge you to read information about plagiarism at ISU: 
 http://www.lib.iastate.edu/commons/resources/facultyguides/plagiarism/isu.html 
The preceding site has a direct link to the online version of the Student Information 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/judicialaffairs/homepage.htm> 
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Sample Submission Statements 
Use one of these statements about the submission of assignments, modify one, or create your 
own. 
 

Late work: All assignments are due in your class time (collected after roll is taken) on the given due dates. 
Work turned in late is docked ten percent for  every calendar day it is late. Work turned in after class on the 
due date is considered one day late. If you will be absent on a day that written work is due, submit your work 
via a friend 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, a broken printer or disk that fails is 
not an "extenuating" circumstance; they do this regularly.  Keep copies of all work on mult iple disks. 

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

 
WRITING ASSIGNMENT REQUIREMENTS: In general, your assignments should be of a professional 
caliberÑ accurate, provocative, relevant, engaging, rhetorically sensitive.  They should, of course, be 
appropriately documented as well as mechanically and grammatically correct.  If you quote or paraphrase in 
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 disciplinesÕ/professionsÕ general specifications for genre, audience, 
purpose, and so on. 
 

Keep a copy of all assignments you pass in. I 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 f ile (hard copy as well as your computer f ile) that includes all your assignments. This f ile 
will serve as a base for you to judge your improvement during the semester and to select professional samples 
for your portfolio.  YouÕll 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 a file after you turn in 
a paper.  

 
Assignments must be submitted dur ing the hour  your  class meets, unless other  ar rangements have been 
made with Dr . XXXXX.  Late papers will be penalized one-half letter  grade each day beyond the 
deadline, and no papers will be accepted more than seven days beyond their  or iginal due date.   
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Part 6: Resources 
 

Student Resources 
Various support services are available within the university for students with special needs. 
Links to a wide variety of services for students and facultyÑ  including the Student Support 
Services Program, Tutoring Services, the Academic Learning Lab, and the Student Counseling 
ServiceÑ are available on the Services Page of the Dean of Students Website: 
http://www.dso.iastate.edu/  
 
Category  Contact Information 
 
International Students 
All students, including international students, should 
have taken English 104/5 (or their equivalents at another 
institution) before enrolling in 302 or 314.   
 
Although international students are often extremely 
capable in their disciplines, they may have difficulty 
reaching the level of proficiency demanded by English 
302 and 314. For some international students, meeting 
these standards might be relatively easy, while for others 
certain kinds of problems, such as the misuse of articles 
and prepositions, may persist.   
 
If you notice that an international student has severe 
difficulty either with writing, speaking, listening 
comprehension, or reading, you should make the student 
aware that he or she needs to deal with particular 
problems, then contact the appropriate university 
support service.  
 

 
 
Handbook for new 
international students:  
http://www.public.iastate.edu/~intern
at_info/Faculty_Staff/  
 
You might find the On-line Teaching 
Assistant Handbook designed 
specifically for international TAs 
helpful in understanding the 
international students in your classes:  
http://www.grad-
college.iastate.edu/speakteach
/TAsectionII.html#Cultural 

Minority Students and First-Generation College 
Students 
Minority students and students who are first generation 
college may receive free tutoring from Student Support 
Services. 
 

 
Minority Student Affairs 
2080 Student Services Building 
515/294-6338 
http://www.dso.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 the writing assignments in 
English 302 and 314. For such students, help is available 
through the Writing Center on an on-going basis. If a 
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student can document his or her status as learning 
disabled, you should see the coordinator of the Writing 
Center and schedule an appointment for that student 
early in the semester. Also, the student may need special 
accommodations for in-class writing or special grading 
standards.   
 
Tutoring Services   
Tutoring, provided by student peers, is available for 
most courses. The Academic Success CenterÕs Website 
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  Success Center 
1076 Student Services Building 
515-294-6624 
TTY: 515/294-6635  
http://www.dso.iastate.edu/dept/asc/tu
toring.htm 
 

Academic Learning Lab   
The Academic Learning LabÕs Website describes its 
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. 

 

 
Academic Success Center 
1076 Student Services Building 
515-294-6624 
TTY: 515/294-6635  
http://www.dso.iastate.edu/dept/asc/a
cademic_learning.htm 
 

Student Support Services Program 
The Student Support Services Program (SSSP) aims to 
improve the retention and graduation rate of low-
income, first generation, and disabled college students.  
SSSP students can receive academic, personal, and 
career counseling.  The program also provides tutoring, 
study skills workshops, and basic skills instruction to 
correct weaknesses in both reading and writing.  This 
support is free for students who qualify for the program. 
 

 
515-294-0210 
Contact Mariama Hodari 
Student Services Building 
second floor 

Student Counseling Service   
The Student Counseling Service offers free student 
counseling in both personal and academic areas.  
Counseling is both group and individual. Your students 
may be particularly interested in the career exploration 
services, which include individual counseling 
workshops in career decision-making strategies, 
computer guidance systems (DISCOVER and 
SIGIPLUS), and a career library.  
 

 
Student Counseling Service 
2223 Student Services Building, 3rd 
Floor 
Ames IA, 50011-2223 
515-294-5056 
http://scs.iastate.edu/ 
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The Student Counseling ServiceÕs Website describes its 
services this way:  

The mission of the Student Counseling Service (SCS) is to help 
students enhance their academic and personal well-being. The 
Student Counseling Service provides prevention, intervention, 
information, and referral services to Iowa 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 Wr iting Center  
The Writing Center in Carver Hall offers help to 
students in first-year composition classes. The Writing 
Center does not always have the staff to provide 
assistance to students taking advanced communication 
courses.       
 

 
First-year composition students 
should call for an appointment to 
work with a writing center consultant.    

 

Departmental Resources 
Important departmental resources include the 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 choose 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 
perhaps for evaluation.  Be sure to contact the assistant chair the preceding semester and ask if a 
lab will be available. 

 
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 traditional classroom format but still want to use the computer 
facilities for revision or peer editing, this might be a good option. If you choose this option, you 
will have a regular slot available for your class in the lab.    
 
Teaching Mater ials 
The Advanced Communication Website is available at http://engl.iastate.edu/awc/. It 
includes sample syllabi and assignments. All instructors are encourages to use it as well 
as contribute to it.  
 
Textbooks/Mater ials 
Instructors teaching their first or second year of 302 or 314 at ISU can choose from the following 
textbooks: 
 
Business Communication—English 302 
 
Locker & Kienzler. (2008). Business and Administrative Communication. 8th ed. McGraw-
Hill/Irwin. 
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Business Communication—English 302 (continued) 
 
Bovee & Thill. (2008). Business Communication Today. 9th ed. Pearson/Prentice Hall. 
  
Technical Communication—English 314 
 
Anderson. (2007). Technical Communication: A Reader-Centered Approach. 6th ed. 
Thomson/Wadsworth. 
 
Johnson-Sheehan. (2007). Technical Communication Today. 2nd ed. Pearson/Longman. 
 
Until the next edition comes out, Rebecca BurnettÕs book, Technical Communication, 2005, is on 
the list only for instructors in their third year or beyond teaching at ISU. 
 
Supplemental Materials 
 
The following texts are appropriate supplemental texts in addition to one of the textbooks listed 
above.  These texts should not stand as lone textbooks for an advanced communication course. 
 
Alred, Brusaw, & Oliu. (2008). The Business WriterÕs Companion. 5th ed. Bedford/St. MartinÕs. 
 
Alred, Brusaw, & Oliu. (2006). The Business WriterÕs Handbook. 8th ed. Bedford/St. MartinÕs. 
 
Alred, Brusaw, & Oliu. (2006). Handbook of Technical Writing. 8th ed. Bedford/St. MartinÕs. 
 
Ball & Arola. (2006). IX Visual Exercises for Tech Comm. (CD-Rom) Bedford/St. MartinÕs. 
 
Munger (2005). Document-Based Cases for Technical Communication. Bedford/St. MartinÕs. 

 
Instructors in their third year or beyond teaching 302 or 314 at ISU are free to select other 
appropriate texts.  However, instructors selecting texts not on the list need to send the 
Director of Advanced Communication a short memo explaining why they chose their 
text. 
 
A file of classroom materials is available from Deanna Stumbo in 403 Ross.  This file 
includes sample syllabuses, assignments, exercises, handouts, and examples, all 
contributed by members of the staff who have taught English 302 and 314.  You should 
feel free check out these materials and use them as the basis for your classes.   
 
Course Packets 
Your course packet might include your course syllabus, course policies, exercises and 
assignments, readings, sample documents, and copies of transparencies you plan to use.  
Course packets may be produced by commercial firms.  The University Bookstore also 
offers a copying service, and many students prefer to buy their packets from the 
bookstore so that they can purchase all their books in one trip.  The University Bookstore 
also tends to have the cheapest prices for producing course packets. 
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You are encouraged to put your packet together well in advance of the first class of the 
semester.  If copyright permissions are 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 permissions, but you will need to provide full bibliographic information.  
If no permissions are required, the packet should be ready for processing two to four 
weeks before the semester begins. 
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