COURSE SYLLABUS
(Subject to Change)

Summer 2015
Last Day to Withdraw10 July/Final Exam 28 July
COURSE NUMBER AND TITLE: POFT 1301, Business English
COURSE (CATALOG) DESCRIPTION: Introduction to a practical application of basic language using skills with emphasis on fundamentals of writing and editing for business.
*Note: This course requires extensive use of computers for word processing and other assignments. In order to pass this course, you should become proficient in the following:

· Have basic keyboard knowledge

· Be able to open and save computer files

· Have knowledge of how to change margins, font styles and sizes

· You must be familiar with Moodle. Students who have not used Moodle should complete a short self-paced student online learning orientation course called SOLO 100. Contact the Online Learning Office at (956) 364-4950 for more information about this course.

	INSTRUCTOR:
	Tim Kikos

	OFFICE:
	W 339

	OFFICE HOURS:
	MWF 11:30-12:30 PM 1 June--7 August
TTH 12:45-1:45 PM
And by Appointment

	CONTACT INFORMATION (TELEPHONE AND EMAIL):
	OFFICE TEL: (956) 364-4846
takikos@tstc.edu



REQUIRED TEXT AND MATERIALS:
· No Text Required

· Internet Reading Assignments

· USB or Flash Drive Optional
· Student ID for access to Lab
· Collegiate dictionary (recommended)

· Loose-leaf notebook paper (no work done on spiral notebook paper)

· Black or blue ink 
COURSE CONTENT: 

· Unit A: Introduction to course, course website, and diagnostic writing assignment.

· Unit B: Communication purpose and practice

· Unit C: English Grammar & Writing (parts of speech), sentence structure and patterns, and punctuation rules. This unit will include exercises, applied writing, and quizzes which make up the Daily Work/Quizzes portion of the course grade.

· Unit D: Introduction to business communications (Business Writing) and planning, composing, and revising business messages. This unit will include letters, emails, and other assignments which make up the Lab portion of the grade.

· Unit E: Resume Project and Final Exam

STUDENT LEARNING OUTCOMES
A. Class Administration and Orientation. 


1. Students will demonstrate the ability to navigate the course website.

B: Writing Component. 


1. Utilize terminology applicable to technical and business writing:



a. Students will demonstrate ability to use appropriate terminology for the 



    type of document being written.



b. Students will demonstrate an understanding of the appropriate 



    document type and language to be used in various types of business 


    documents.


2. Write sentences and paragraphs: 



a. Students will identify an audience.



b. Students will construct complete, fully developed sentences and 



    paragraphs.


3. Develop proofreading and editing skills: 



a. Students will demonstrate ability to revise for content.



b. Students will demonstrate ability to edit for grammatical and stylistic 


    clarity.

C. Grammar Component. 


1. Apply the basic rules of grammar, spelling, capitalization, number usage and 
     

    punctuation:



a. Students will demonstrate ability to spell correctly.



b. Students will demonstrate ability to use grammar, punctuation, 



    capitalization and numbers correctly.
GRADING CRITERIA:
· 40%
Class-work, Quizzes, and Tests
· 40%
Letters, Memoranda, and e-mail
· 20%
Resume Project
GRADING SCALE:
· 90-100……………. A

· 80-89………………B 
· 70-79………………C

· 60-69………………D

· 0-59………………. F

ACCOMMODATION STATEMENT:
If you have a documented disability which will make it difficult for you to carry out classwork as outlined and/or if you need special accommodations due to a disability, please contact (956) 364-4520 or visit the Support Services Office in the Auxiliary Services Building as soon as possible to make appropriate arrangements.

CLASS POLICIES:
Copyright Statement

The materials used in the course [textbooks, handouts, media files (podcast, MP3, Videos, RSS (Feeds), and all instructional resources on the colleges Learning Management System (Moodle)] are intended for use only by students registered and enrolled in this course and are only to be used for instructional use, activities associated with, and for the duration of the course. All materials generated for this course, which includes but are not limited to syllabi, quizzes, exams, lab problems, in-class materials, review sheets, and any additional materials.

These materials may not be retained in another medium or disseminated further. They are provided in compliance with the provisions of the Teach Act. These materials may not be reproduced, displayed, modified or distributed without the express prior written permission of the copyright holder or TSTC. For further information contact your instructor.
Communicating with your instructor (MyMail E-mail System)

All official college E-mail to students is sent through MyMail, the official student e-mail system at TSTC Harlingen. When communicating with instructors and/or employees of the college, you are required to use your TSTC MyMail student e-mail address.  If you choose to forward your e-mail to another account, please be advised that you must respond from the MyMail account.

TSTC Harlingen faculty, staff, and students are asked to report all threats, perceived or real, immediately to College Police located in the Auxiliary Building.  If the threat is imminent, the College Police emergency phone line at 364-4234 or 9-911 should be called.  College Police will then coordinate the proper response in accordance with State and federal laws and TSTC System/College rules and regulations.
Emergency/Safety 

In the event of an emergency, students should familiarize themselves with building and classrooms emergency exits/evacuation routes and be able to locate the nearest fire extinguisher.  When an emergency alarm is activated, students should immediately leave the classroom, exit the building, and go to a designated safe area until clearance is given to go back into the building.  Students should also register and be familiar with the Emergency Notification System.
NOTE:  Any changes to this syllabus will be provided in writing to the student and updated on all posted locations (HB 2504, course Moodle sites, building offices, etc.).
Student Responsibility and Conduct:

1. 
The TSTC Catalog and school handbook outline the policies regarding your responsibility as a student: appropriate conduct and discipline, consequences for cheating, process for appeals and grievances.  Conduct yourself accordingly.  Serious and /or repeated discipline problems may be cause for removal from the class.  In the event of a disruption, you will be referred to the appropriate administrator’s office. 

2. 
Responsibility - Students are responsible for seeking clarification of any standard in question at the beginning of the term, for preparing assignments in advance of each class session, and for learning the content of any course of study for which they are enrolled. Rules applying to academic dishonesty must be followed, including those related to plagiarism and cheating.

3. 
Scholastic dishonesty includes, but is not limited to, cheating, plagiarism and collusion on academic work. Examples of cheating include copying another student’s test answers or other academic work; use of materials during a test without prior authorization from an instructor; unauthorized collaboration between students on a test or in the preparation of academic work, or knowingly using, buying, selling, stealing, or transporting contents of a test without an instructor’s permission. Plagiarism involves using another person’s work or ideas without acknowledging the other person’s contribution to the student’s work offered for a grade or credit. Collusion refers to unauthorized collaboration with another person while preparing any work offered for a grade or credit. Any of the above violations will result in a “0" grade for the assignment, and if reported, scholastic probation and/or scholastic suspension. Any source material, or copies thereof, used in composition of essays must be submitted to the instructor upon request; failure to do so will result in a zero “0" grade for the assignment.

4. 
A working rough draft deemed acceptable for credit is required for each writing assignment (unless otherwise directed).  Failure to submit draft reduces grade five points. A late draft reduces the grade three points. All assigned writing must be submitted in order to pass the course regardless of final average.

5. 
Except for an excused absence, late work will be accepted but penalized 5 points a day.  Assignments are due at the start of class, no later.  Failure to submit work will result in a “0" grade. There will be no make-up for missed quizzes. 

6. 
The Modern Language Association (MLA) format will be followed. All course work is subject to peer review, group analysis, and the scrutiny of English instructors other than the instructor of record.

7. 
No electronic equipment, wireless phones, computers, for example, may be used in the classroom without instructor permission. Silence phones before entering the classroom.

8. 
Make and keep copies of all work done in or out of class for a portfolio to be reviewed at the instructor’s discretion. The instructor reserves the right to keep any or all submissions on file. (Refer to the course calendar for a reading list and assignment due dates. Calendar information is tentative and may be amended as necessary.) 

9. 
Attendance/Class Participation Standards Policy: 
· 
The responsibility for class attendance rests with the student. Regular and punctual attendance in all classes is expected. TSTC reserves the right to act on individual cases of non-participation at any time. TSTC does not require faculty to take attendance; however, they have the right to do so if they choose and may set participation standards. Regular attendance is necessary for satisfactory achievement. Therefore, it is the responsibility of the student to attend lecture and laboratory sessions in accordance with requirements of the course as established and communicated by the instructor. A student who fails to meet these class participation requirements will earn a failing grade (F) in the course. 

· 
An absence can be issued whenever a student does not attend a regular scheduled instruction period, whether it’s a theory or laboratory class. The instructor determines whether an absence is excused or unexcused. An excused absence is defined as one due to illness or an emergency situation beyond a student’s control. A satisfactory written explanation from an appropriate authority should be given to the instructor. An absence for any other reason is considered as unexcused. 

· 
After the third unexcused absence, a student’s final grade may be reduced by two points for each absence. 

COURSE SCHEDULE

Week
Topic/Lecture/Event


Readings/Electronic Resources
1

Introduction to Course

Week 1 Reading
2

Good Writing



Week 2 Reading

3

Writing Basics



Week 3 Reading

4

Grammar Component


Week 4 Reading

5

Grammar Component


Week 5 Reading

6

Intro to Business Correspondence
Week 6 Reading

7

Business Correspondence

Week 7 Reading

8

Business Correspondence

Week 8 Reading

9

Resume Project


Week 9 Reading

10

Resume Project


Week 10 Reading

11

Resume Project


Week 11 Reading

12

Final Exam



Week 12 Reading
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�Tutoring Statement


The Supplemental Instruction & Tutoring Program at TSTC offers free tutoring and academic support services to help you achieve your academic and career goals.  You can access the most up-to-date Supplemental Instruction & Tutoring Schedule, as well as MyTSTC Video Tutor Library, by using your smart phone to scan over the QR code below or visiting our webpage at: �HYPERLINK "http://www.tstc.edu/harlingenoss/situtoringprogram"�http://www.tstc.edu/harlingenoss/situtoringprogram� �


For more information, please contact the Office of Student Success at�956.364.4163 or the Supplemental Instruction & Tutoring Program at 956.364.4170.�����























