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Fall 2008
(CIS Subject to Change)
COURSE NUMBER AND TITLE: POFT 1301, Business English
COURSE (CATALOG) DESCRIPTION: A study of the communication skills needed for the industrial trades.

	INSTRUCTOR: Kikos                  OFFICE: W 339                  OFFICE TEL. (956) 364-4846
OFFICE HOURS:  MWF 9:00 – 10:00 am
                                TTH 11:00am – 12:00  
                                And by Appointment
INSTRUCTOR EMAIL ADDRESS: timothy.kikos@harlingen.tstc.edu
INTERNET:  kikos.homestead.com


GENERAL EDUCATION PROGRAM ASSESSMENT:
Assignments from this course are subject to being archived for general education assessment. Procedures will follow protocols as prescribed by the research guidelines of the Association for Institutional Research.
REQUIRED TEXT AND MATERIALS:
· Writing Skills for Technical Students. 5th ed. Prentice Hall, 2004
· Internet Reading Assignments

· PIN or Flash drive
· Collegiate dictionary (recommended)

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

· Blue or Black ink (no work done in pencil or red ink accepted)

GRADING CRITERIA:
· 10%
Perfect Copy  Computer Lab Remediation


· 35%
Class-work and Quizzes

· 40%
Letters, Memoranda, and e-mail
· 15%
Resume Project
GRADING SCALE:
· 90-100……………. A

· 80-89………………B 
· 70-79………………C

· 60-69………………D

· 0-59………………. F

COURSE SCANS COMPETENCIES:
· 2 F

· 3 D

· 4 A

· 6 A, B, D, E
ACCOMMODATION STATEMENT:
If you have a documented disability which will make it difficult for you to carry out the work as the instructor has outlined and/or if you need special accommodations due to a disability, please contact (956) 364-4520 or visit Support Services Office located in the Auxiliary Building  as soon as possible to make appropriate arrangements.
ATTENDANCE POLICY:
Only absences of an extreme or catastrophic nature / emergency may be excused and must be corroborated in writing by an appropriate authority (hospital, doctor); merely phoning in does not excuse an absence. Students must file a withdrawal form with the Admissions Office to be withdrawn from the course.  It is the responsibility of the student to drop the course prior to the last date for withdrawal without incurring an “F” grade. The withdrawal process will not be initiated by the instructor. 

DEPARTMENTAL PARTICIPATION POLICY:
Faculty members may establish requirements for student participation in specific learning activities both in and out of the classroom and may consider these requirements when determining final grades as per the published catalogue.

Class participation, not merely occupying classroom space, determines attendance.  Absence (non-participation) is assessed from the first day of class; late registration does not constitute excused absence.  Students must participate in at least 85% of class work (as determined by lecture / lab quizzes, tests, in-class exercises, term projects, discussions, etc.), and score within the designated passing range to satisfactorily complete the course.  Students may receive an “F” for the course if the instructor ascertains the 85% participation requirement has not been met. 
DIAGNOSTIC EXAM:
All 1301 students must take the 1301 diagnostic exam on the date designated by the instructor. (Students who miss the test must complete it on their own time in lab W 124. Failure to do so will result in an “F” on the midterm roster.) 

A score below 70% on the diagnostic test indicates serious deficiencies in language basics. By mid-term, all students must complete a computer assisted program to remediate those areas of deficiency identified on the diagnostic test. An “F” will be recorded on the midterm roster for those who do not do so, and points will be taken off the final course average.
ASSESSMENT PROCEDURES:
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. 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.

3. Plagiarized or copied work will result in a “0" grade for the assignment and / or expulsion from the class. 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. All course work is subject to peer review, group analysis, and the scrutiny of instructors other than the instructor of record.

5. 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.) 
COURSE CONTENT:

Unit A:
Diagnostic reading and writing tests

Unit B:

Assignment and completion of remediation (Perfect Copy lab work)
Unit C:

English grammar (parts of speech)

Unit D:
Sentence structure patterns

Unit E:

Punctuation usage rules

Unit F:

Introduction to business communications 

Unit G:
Planning, composing, and revising business messages

Unit H:
Routine (good-news) business messages

Unit I:

Negative (bad-news) business messages

Unit J:

Persuasive (sales) business messages

Unit K:
Employment messages and Resume

Unit L:

Interviewing techniques

