Workplace Writing 
English/RWS 3355
CRN #12432
Fall Term 2014

The University of Texas at El Paso
Department of English

Instructor: Dr. Theresa Donovan
Associate Director, Rhetoric and Writing Studies Program 
Office: Hudspeth 115
Office hours: TR 9-11:00 a.m. and 
by appointment
Office phone: 915.747.5222
Email: tldonovan@utep.edu
Tues. 3-4:20 p.m. and online
UGLC 232
Course Texts and Materials:
Oliu, Walter E., Charles T. Bursaw, and Gerald J. Alred. Writing that Works: Communicating Effectively on the Job. 11th edition. Boston: Bedford/St. Martin's, 2013. Print.

McCool, Mathew, Writing Around the World: A Guide to Writing Across Cultures. New York: Continuum International Publishing Group, 2009. Print.
This text is also available digitally. Either print or electronic version is acceptable as long as you have the text.
Recommended Text:
[Universal Keys for Writers by Ann Raimes]

***PDF files of articles and book chapters will be posted online; titles will be in syllabus 
**Some digital files will also be indicated with links on the syllabus

Catalog Description:

“A course that focuses on critical decision making in professional contexts. Principles of professional rhetoric are applied to the composing process; strategies for planning, organizing, drafting, and presenting written and oral communication for a workplace context are emphasized.” 3 credit hours.
Course Description: 

The primary goal of English 3355 is to develop students' effective communication in professional, contexts. This effective communication is based on an awareness of and appreciation for discourse communities as well as knowledge specific to subject matter, genre, rhetorical strategy, and writing process.

The class presents an approach to communication that helps students determine the most effective strategies, arrangements, and media to use in different situations within the workplace. You will produce a variety of documents and presentations while gaining more confidence and fluency in visual, oral, and written communication. 
Learning Outcomes: 
· Analyze workplace rhetorical situations, including audience, purpose and context; 

· Learn conventions of workplace composing using various media; 

· Learn and understand the various workplace document formats; 

· Create effective documents in genres commonly used for workplace communication; 

· Use generally accepted conventions of correctness and design in the production of composing assignments; 

· Conduct research in workplace context that will inform your writing; 

· Work collaboratively in teams to produce written documents and multi-media presentations; 

· Consider the ethical dimension of composing and working within organizations; and 

· Recognize and respect various cultural attitudes toward and conventions for workplace communication.

Course Policies
Attendance: This course is cumulative, meaning the material builds on previous readings, class discussions, and assignments so your attendance every day is crucial to your success in the course. Class participation is measured not just by your presence, but also what and how much you contribute to course discussions and in-class activities, how well you are prepared during class time and on Blackboard, and the quality and volume of your participation through the course website. 
This is a hybrid course and as such students will be required to participate online for the equivalent of one class period on a weekly basis.
A student can be dropped from the course when he/she has been absent “to such a degree as to impair his/her status relative to credit for the course.” See the undergraduate catalog for UTEP curriculum and classroom policies.
Communication: All students are encouraged to make use of my posted office hours, to make arrangements to meet with me during the semester, and to ask questions and raise issues related to the course in person and through email. If you are starting to slip behind or having problems understanding course material, please contact me so we can work together toward your success. I will post general announcements to the Blackboard, and I may also send updates or let you know of class cancellations, if necessary, via email. 
The University Writing Center (UWC): 
Undergraduate students are invited to drop by or make reservations in The University Writing Center to talk about assignments and texts with a graduate student tutor. The graduate tutors are all writing instructors, and many are masters and doctoral students in Rhetoric and Composition, so they can provide you with a real audience to ask questions and share ideas throughout your writing process. They can also serve as mentors, working with you to understand how to read scholarly texts, ongoing professional conversations and arguments in the field, and how your research interests can be used in your assignments. I highly encourage all students to use the UWC and the community of writers it provides.
Note: To facilitate revision, you should visit the UWC no fewer than 12 hours before the assignment is due.

Online tutoring is also available at http://academics.utep.edu/writingcenter.

Academic Misconduct and Plagiarism:
The University of Texas at El Paso prides itself on its standards of academic excellence. In all matters of intellectual pursuit, UTEP faculty and students must strive to achieve excellence based on the quality of work produced by the individual. In the classroom and in all other academic activities, students are expected to uphold the highest standards of academic integrity. Any form of academic dishonesty is an affront to the pursuit of knowledge and jeopardizes the quality of the degree awarded to all graduates of UTEP. It is imperative, therefore, that the members of this academic community understand the regulations pertaining to academic integrity and that all faculty insist on adherence to these standards.

Any student who commits an act of academic dishonesty is subject to discipline. The instructor is required to report all suspected academic dishonesty to the Office of Student Conduct. 

Academic dishonesty includes, but is not limited to, cheating, plagiarism, collusion, the submission for credit of any work or materials that are attributable in whole or in part to another person, taking an examination for another person, and any act designed to give unfair advantage to a student or the attempt to commit such acts. 
Proven violations of the detailed regulations, as printed in the Handbook of Operating Procedures (HOP), and available in the Office of the Dean of Students and on the homepage of the Dean of Students at www.utep.edu/dos, may result in sanctions ranging from disciplinary probation, to a failing grade on the work in question, to a failing grade in the course, to suspension or dismissal, among others. (http://academics.utep.edu/Default.aspx?tabid=54418) 

ADA: The Americans with Disabilities Act requires that reasonable accommodations be provided for students with physical, sensory, cognitive, systemic, learning, and psychiatric disabilities. If you suspect that you have a disability and need an accommodation, please contact the Center for Accommodations and Support Services (CASS) at 747-5148 or cass@utep.edu. 
The CASS is located in Room 106, Union East Bldg. Students are responsible for presenting the instructor any CASS accommodation letters and instructions. 

Submitting Work: Since we will are in a computer classroom all work will be submitted via our course shell on Blackboard unless otherwise noted. 

All major assignments will be due by Sun. at 11:30 p.m. Assignments due on our class meeting times will be due before class. All assigned readings are to be done before our meeting time. 

More details about the assignments will also be posted on Blackboard. Written assignments will follow APA guidelines for format, including double-spacing and one-inch margins. 

You’ll need pen and paper, and the textbook in class everyday. If you fail to bring a print copy or have access to a digital copy of the textbook, you will be asked to leave class and be marked as absent. I also recommend that you bring an external drive to save work or subscribe to an online data saving site to save work. 

Late Work: You may submit assignments late. You have a window of two calendar days after the due date to turn in. 
Assignments will NOT be accepted after the “window” closes. 

Major projects will be due on Sundays at 11:30 p.m.  A late window is open until Tues. at 11:30 p.m.

If you miss a deadline for any reason, you may still choose to submit your work, but you will be docked one letter grade for each day (not class period) that passes beyond the deadline.  

If you have extenuating circumstances regarding deadlines and submission of work, you will need to speak with me in person. 
In-class work cannot be “made” up. 
Grades reflect my best and fairest judgment of the overall quality of your work, taking into account how well it fulfills the assignment and its purpose, how focused and organized it is, how well it uses evidence and cites sources, how well it communicates with an audience, and to what extent it engages the reader’s intellect, imagination, and understanding. Aspects such as tone and style will contribute to the success of a text, as well as its readability, which includes grammatical correctness and formatting. 

The grading scale is based on a 1000-point scale
Points

Letter Grade

1000-900  

A
899-800  

B
899-700    

C
699-600

D
<599
 

F
Assignments:
Weekly Responses/Assignments

250

Job/Program Application Packet

250

Informative Memo


100

Sensitive Message Letter 

75

Positive Message Letter


50

Proposal Report


225
Presentation



50

TOTAL=




1000 pts.


Overview of Assignments
(This syllabus provides an overview of major assignments; minor assignments are available through Blackboard.) 
Weekly Responses/Assignments: Each week you will be required to submit a minor assignment, whether a response to a reading or peer view, for example. See Blackboard weekly content for more information. 250 pts.
Job/Program Application Packet: The packet will include a posted program opening for which you qualify now or will qualify upon graduation or a job posting for which you will qualify upon graduation, an analysis of the organization's history and culture, a cover letter, a résumé, and an e-mail requesting to provide the addressee's name and contact information as a reference. 250 pts.
Informative Memorandum: The memorandum will explore the cultural business communication practices of a country outside North America. 100 pts.
Sensitive or Negative Message Letter: Letter that communicates sensitive or bad news. 75 pts.
Routine or Positive Message Letter: Letter that includes a neutral tone and is intended to convey information or present a perspective. 50 pts.
Proposal/Report with Recommendation: The proposal/report will include a cover letter, executive summary, analysis of a business situation requiring a solution, proposed solution with implementation timeline and costs, and reference pages. You will complete this project as a member of a team. 225 pts.
Presentation: Based on the proposal/report, the team will present its report to the class. However, the presentation will assume the audience is a group within the studied organization who can take some action regarding the problem. 50 pts.
Projects Format: Assignments must be word-processed using Microsoft Word and saved as a ".doc" file or ".docx" file. Use 12 pt. font, one-inch margins, and spacing appropriate to the genre you are composing. Use a font style that is easily readable like Times New Roman, Arial, or Georgia. The required presentation can be a Prezi or a Powerpoint presentation. However, the presentation itself will be conducted via BlackBoard Collaborate, face-to-face or Skpe. A powerpoint by itself will not be an adequate assignment. You are responsible to ensure that all technology is working at your assigned presentation time.

Microsoft Word is available to students at all campus computers and can be purchased at a discount through the UTEP Bookstore using a current UTEP ID card. Students may also go to openoffice.org and download a free and compatible version of Word/Office.
Students should name each submitted assignment with their last name, first name and an abbreviation of the assignment. For example, if I were submitting my résumé, I would name my assignment:

Donovan_Theresa_Resume.doc

I will not accept files without this naming convention and students may receive a zero for that assignment if it is not submitted correctly or to the correct assignment space in Blackboard. 
Rough Drafts: Part of the participation grade will include the submission of rough drafts. To get the most useful feedback, rough drafts should be completed projects. They must also be submitted before or on the due date. 

Syllabus:
Note: This syllabus represents a plan. Deviations may be necessary. I may make changes to the syllabus as the semester progresses to take into account expressed student interests, and to meet the class’ needs. All changes to the syllabus will be announced in class and or on the class website. 

INSTRUCTOR POLICIES IN BRIEF
1. Do not e-mail your instructor regarding absences or work you did not understand because you were absent. 

2. Do e-mail your instructor if you have extenuating circumstances and are absent for two or more consecutive class periods.

3. Do not submit your assignments via e-mail; they will NOT be graded.

4. All assignments will be submitted through Blackboard. 

5. If for whatever reason, there are technology issues with Blackboard…WAIT…and submit when Blackboard is up. Your assignment will not be counted as late if it is a system-wide problem. 

6. User-related errors do not count in regards to the above (#5).

7. All major assignments are due on Sundays by 11:30 p.m.

8. All assignments, unless otherwise noted, are to be submitted as a Word document. 

9. There is a 48-hour window to submit late work. Once an assignment link to submit is gone...it’s gone. 

10. The textbooks are mandatory.

11. On average, you can expect assignments to be graded within one week of the due date. 

12. Follow the week-by-week folders on Blackboard. Specific instructions for each week will be posted there.

13. I will send out an announcement via Blackboard if there are any changes to the calendar or to class. 

14. I will send out an announcement via Blackboard when an assignment has been graded. 

15. You should check Blackboard and your UTEP or preferred e-mail account daily.
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