English 3355: Workplace Writing and Organizational Communication

Summer 2011 Syllabus

CRN:                       
31835   




Time/Days:

M T W R F  11:40 AM – 1:50 PM

Place:


UGLC 236

Instructor:

R.J. Lambert

E-mail:


rjlambert@miners.utep.edu (this is my preferred contact)

Phone:


303-847-8218 (please be considerate, as this is my cell phone)

Office Hours:

Tuesdays / Thursdays 2-3 PM and by Appointment

Office Location:
Vowell Hall 101
Course Description

In this course, you will examine the role that language plays in the working world, from our ways of acquiring and expressing knowledge, to the ways that we perceive the world and communicate with others.  More specifically, we will examine workplaces as discursive formations, taking a rhetorical approach to workplace writing and communication, and understanding organizations as complex, contextual, and distributed. This course aims to introduce influential writing from researchers in Business/Technical Communication and Rhetoric and Writing Studies. Throughout the course, you will apply these ideas to common workplace writing contexts through online hybrid activities, in-class activities, class discussions, and the major workplace writing assignments.
Course Objectives
In this course, you will:

· Investigate and implement theories of language, rhetoric, and analysis. 

· Understand methods of rhetorical thinking and metacognition. 

· Explore and practice the common conventions and genres of workplace communication. 

· Undertake original research in workplace writing. 

· Investigate writing as a way of thinking, knowing, and being, using writing to negotiate your world. 

· Become familiar with the following concepts: Rhetoric—Discourse/Discursive—Metacognitive—Distributed Work—Epistemology —Ontology—Organizational Identity—Agency—Invention—Rhetorical Thinking—Rhetorical Dispositions—Polycontextual—Multilingual—Recursion—Aggregation—Inquiry—Structure—Power—Image—Subjectivity

Course Wiki: http://utep3355.pbworks.com
This course emphasizes the use of technology through a variety of assignments and activities.  One important technology resource is the course Wiki (interactive web site).  The Wiki provides you with permanent access to the syllabus, online course materials and readings, assignments and activities, and links to supplemental online resources.  Each student will be given access to view the private Wiki.  Each student will also create their own PBWorks Wiki, which is where all assignments will be submitted (uploaded).  In addition, hybrid Wednesdays and Fridays will be completed online rather than meeting in person by posting to your student Wiki. The course Wiki can be viewed from any internet-equipped computer or device at http://utep3355.pbworks.com.  This course does not use Blackboard.
Required Texts & Materials

Community Action and Organizational Change: Image, Narrative, Identity. Brenton D. Faber. SIU Press, 2002.

(In addition, excerpts and academic articles will be available for free as PDF documents on the course Wiki.)

Storage and Backup

This course greatly utilizes computer-mediated writing and analysis, and much of the work you will do this semester will involve interface with technology.  Therefore, it is important that you take responsibility for your assignments, including the storage and backup of digital work using one or more of the following storage devices: 

-USB Drive (recommended)
-UTEP M-Space

-External Hard Drive

-Online Backup
Grading Policies
Assignments are graded according to criteria distributed in class or on the course Wiki.  A tentative grading schedule follows, but is subject to adjustment with notice.
Course Assessment and Calculation of Final Grade

Attendance and Participation



100
Weekly Hybrid Activities and Memos


100

Mini White Paper 




100

Website Evaluation




100
Professional E-Portfolio (with Résumé) 

  
100 

Group Oral Presentation of Final Proposal 

100

Group Business Proposal



200 

      
Take-Home (Open Book) Final Exam Essay

200
Total Points Possible




1000
Course Grading Scale

Final grade distribution will be determined on a standard 1,000 point scale, as follows:

	A
	B
	C
	D
	F

	1,000-900 points
	899-800 points
	799-700 points
	699-600 points
	599 or fewer points*


*Please remember that four or more absences may also result in an F, regardless of your point total

Plagiarism and Academic Dishonesty

Proper citation is a hallmark of good scholarship. Plagiarism is using another’s information, wording, or ideas in a paper without giving credit to the source of that information or wording.  This is not acceptable for college coursework and will result in a failing grade on the assignment and perhaps the course.  Do not submit work under your name that you did not do yourself. You also may not submit work for this class that you did for another class. If you are found to be cheating or plagiarizing, you will be subject to disciplinary action, per UTEP catalog policy. Refer to http://www.utep.edu/dos/acadintg.htm for further information. 

Attendance, Withdrawals, and Incompletes

· Regular attendance is mandatory and essential to success in the course, as we may begin or complete several assignments in class.

· You must stay for the duration of class to earn attendance credit for each day.

· If you have 2 absences before the published drop date, you may be dropped and receive a W for the course at the instructor’s discretion.

· If you have 4 absences at the end of the term, you may receive an F in the course (despite points earned). 

· Missing a mandatory student conference during Week 4 counts as an absence. 

· Please arrive on time for class, be prepared to work, and respect others. 

· Please turn off your cell phone before the start of class—texting, chatting, and phone calls aren’t allowed.

· Please notify me ahead of time about absences for official University business or for religious holidays. 

· Repeated failure to turn in assignments will result in a drop for neglect of course work (before the drop date with a W; after that date, with an F). 

· Please see the University Catalog for more information on Withdrawals and Incompletes. 

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

Students with Disabilities

I will make any reasonable accommodations for students with limitations due to disabilities, including learning disabilities. Please see me personally before or after class in the first two weeks, or make an appointment to discuss any special needs you might have. If you have a documented disability and require specific accommodations, you will need to contact the Disabled Student Services Office in the East Union Bldg., Room 106 within the first two weeks of classes. The Disabled Student Services Office can also be reached in the following ways: Web: http://www.utep.edu/dsso Phone: (915) 747-5148 voice or TTY Fax: (915) 747-8712 E-Mail: dss@utep.edu 
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©Dilbert
Course Schedule (Provisional and subject to change with notice on course Wiki
AS THE COURSE INSTRUCTOR, I RESERVE THE RIGHT TO ADJUST THE SYLLABUS AND SCHEDULE.  CHANGES WILL BE DISCUSSED IN CLASS AND NOTED ON THE COURSE WIKI: HTTP://UTEP3355.PBWORKS.COM

The following readings and assignments are due to be completed by class time on the dates listed below (unless otherwise noted).  It is important to stay on top of the daily readings and weekly assignments since the course is short and there is less time to catch up on missed work. 

Wednesdays and Fridays of weeks 1-3 will be hybrid days (in green below).  Instead of meeting on campus those days, there will be a hybrid activity on the course Wiki (http://utep3355.pbworks.com) which you will complete by the following class day (Thursdays and Mondays, respectively) on your own Student Wiki.  

Week One

Monday, June 6: 
Course introductions; create student Wikis (pbworks); buy course textbook (Faber)
Tuesday, June 7:
Rhetorical Situation article (Wiki PDFs); Discuss/Begin White Paper Assignment Wednesday, June 8:
Hybrid day: Spinuzzi article (Wiki PDFs); hybrid activity due Thursday, June 9
Thursday, June 9:
Faber Chapter 1; Discuss Memo Genre
Friday, June 10:

Hybrid day: Faber Chapter 2 (pp. 19-30); hybrid Memo activity due Monday, June 13



Reminder: Mini White Paper due Monday, June 13



Week Two

Monday, June 13: 
Mini White Paper Due; Faber Chapter 2 cont. (pp. 31-43); 
Discuss/begin Website Evaluation Assignment
Tuesday, June 14:
Faber Chapter 3 (pp. 44-58) 

Wednesday, June 15:
Hybrid day: Faber Chapter 3 (pp. 58-68); hybrid activity due Thursday, June 16 

Thursday, June 16:
Faber Chapter 4 (pp. 69-88) 
Friday, June 17:

Hybrid day: Faber Chapter 4 (pp. 89-107); hybrid activity due Monday, June 20



Reminder: Website Evaluation due Monday, June 20
Week Three

Monday, June 20:
Website Evaluation Due; Faber Chapter 5 cont. (pp. 108-123); 

Discuss/begin Professional E-Portfolio/Resume assignment
Tuesday, June 21:
Faber Chapter 5 (pp. 123-137)

Wednesday, June 22:
Hybrid day: Faber Chapter 6 (pp. 138-150); hybrid activity due Thursday, June 23
Thursday, June 23:
Faber Chapter 6 (pp. 150-165) 

Friday, June 24:

Hybrid day: Faber Chapter 7 (pp. 166-180); hybrid activity due Monday, June 27




Reminder: Professional E-Portfolio/Resume due Monday, June 27
Week Four

Monday, June 27:
Professional E-Portfolio/Resume Due; Faber Chapter 7 cont. (pp. 181-196);

Discuss/begin Business Proposal assignment

Tuesday, June 28:
Student work day and mandatory student conferences
Wednesday, June 29:
Student work day and mandatory student conferences
Thursday, June 30:
Group Proposal Presentations due in class;



Business Proposal Due on student Wiki page by midnight.
Friday, July 1:

No in-class meeting;




Take-Home (Open Book) Exam Due on student Wiki page by midnight.
 SHAPE  \* MERGEFORMAT 
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