It is your responsibility to be familiar with the material in this syllabus!


Welcome to English 125-Section 53355
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This class meets online.  You should check the Blackboard site daily.  
	Instructor:  Ms. Lori Levine
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Office:  A-Annex #6

Office #:  638-3641 ext. 3246

Cell Phone:  559-269-2506—call between 8 a.m. and 7 p.m. weekdays only
E-mail: lori.levine@reedleycollege.edu  

Office Hours:  Monday 10-10:50 a.m. Tuesday 11-11:50 a.m., Wednesday, 10-10:50 a.m. and 1-1:50 p.m. Friday 7:30 to 8:30 a.m. 
Other office hours can be arranged if necessary.  

	


Course Description:

Development of the process of writing, revising, and finishing short papers, including the logical development and organization of ideas.  Emphasizes avoiding common writing errors; develops writing skills by reading model essays and analyzing rhetorical strategies; develops critical thinking skills by matching the structures of writing to meaning and audience, and by using writing as thinking, exploring and expressing ideas.

Blackboard

We will be using Blackboard as our classroom.  Our Blackboard classroom contains documents, announcements, and other information needed for our course; all of your written assignments will be submitted through Blackboard.  
A list of computer needs is on the Reedley College Website.  You will need access to the internet.  There are videos and narrated PowerPoint presentations, so you will need speakers or headsets.  If you have an old computer, you might have problems viewing some of the applications.  Also, for some of the [image: image2.jpg]mycomplab<



videos, you might need plug-ins to view them successfully.  There is a list of plug-ins at that site under the “help” tab.  If your computer won’t run these applications, you will need to use a friends computer, go to a public library, or use the school’s computer lab.  You will get a login and password for this site when you buy your text book.  
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Other Materials Needed:

1. Diversity: Strength and Struggle by Joseph Calabrese and Susan Tchudi
2. There is an online companion website called
 that you will access throughout the semester  (http://mycomplab.com).  Again, you’ll get login information and a password when you buy your book.
3. 
 is another website you can use for grammar and writing instruction (http://grammar.ccc.commnet.edu/grammar/).
4. Handouts that you receive on-line and during the face-to-face class meetings

It is a good idea to buy a dictionary and thesaurus 

Contacting Me-
It is vital that you contact me with any problems you are having regarding our class.  Sometimes it’s important that we talk on the phone.  Please don’t feel awkward calling me or requesting a face-to-face meeting.  We can meet in Fresno or elsewhere if need be.  

· You may call me at my office:  638-3641 ext 3246

· You may call my cell phone: 269-2506 between the hours of 8 a.m. to 7 p.m. Do not call me before 8 a.m. unless I have told you to do so even if you see that I am online; the same goes for evenings.  I won’t always be available on the weekends.  
· You may e-mail me at lori.levine@reedleycollege.edu
E-mail is your best option for contacting me most of the time.  I check e-mail several times a day and try to answer student email as quickly as possible.  You can usually expect a 24 hour or less turn around.  If I don’t respond to you within 24 hours, e-mail me again unless it’s on the weekend.  I won’t always respond on the weekends!  
To expedite matters, I would like you to include the word student in the subject line of your e-mail.  For instance, “Student Question about essay thesis.”  Also, make the subject line specific.  Instead of a subject line like “Your student,” use “Student needs help with writing assignment 2.”  

Be sure you include your name in your e-mail.  E-mail addresses are not always helpful.  I’ve had students with e-mail addresses like hotgirl@yahoo.com . If she didn’t sign her name I wouldn’t know who she was. 

One of the first things you need to do is set up your email address on Blackboard.  Here’s how:

1. Click on Tools
2. Click on Personal Information
3. Click on Edit Personal Information
4. Enter your email address in the proper box

5. Scroll to the bottom of the page and click “Submit.”
If you change your e-mail address, change your e-mail in Bb and also e-mail me.  

Attendance Policy:
· Although an online class does not chart attendance per se, you do need to make your presence known every week.  You are required to participate in peer evaluations.  You are required to participate in and make substantive contributions to the weekly discussion boards, you must respond to e-mails, and you must pay attention to announcements so that you know what we are doing in the class.  

· Failure to post to the discussion board for 10 days in a row (including weekends) and/or complete assignments, without contact with the instructor and your group members, will mean that you are no longer participating in the class and you might be dropped.  I will assume you are dropping the class if you fail to participate in peer review for more than one time.  
· Students are required to attend the face-to-face meetings.  Failure to do so might result in you being dropped. 
Grades:  [image: image6.wmf]
You will get points for each assignment.  Below is an approximation as to how those points will be divided.  This might change.  Assignments might be added or deleted.  Point value for each assignment might change depending on circumstance.  Regardless, to know what your grade is at any time, take the number of points you have earned and divide them by the total number of points.  

1. 5 Writing Assignments  (10% of these points will be for your effort in the peer review process.) WA 1 = 50 points; WA 2 = 75 points; WA 3 = 100 points; WA 4 = 150 points; WA 5 = 150 points.  
· A word about peer evaluations.  If you do not participate in peer evaluations, you will automatically lose 10 percent off of your final grade essay grade. If you do not participate in peer evaluations a second time, I will assume you are dropping the class.  
2. 6 to 10 Discussion Board  (10 points each) = 60 to 100 points

3. 18 to 20 Quizzes (10-20 points each) = 180 to 200+ points

A=90-100%, B=80-89%, C=70-79%, D=60-69%, F=0-59%

· Always keep a copy of each of your papers.  This protects you if I should happen to lose one of your papers.  You should be saving your work on your hard drive and backing up your work to disk, zip disk, or CD.

· Keep track of your work.  You should save all of your work until the end of the semester so you can double check the grade recorded by the instructor.  

· At this point, I plan on using the grade book in Blackboard.  If there are problems with this, I will let you know.  

Writing Assignments

You will be asked to complete 5 writing assignments throughout the semester and your average for these essays must total 70% (C) or higher to be considered for a passing grade.  You may have a D on one of these writing assignments, but the average for all of them must be 70% or higher.  Each of these writing assignments must also be completed in order to receive a passing grade.  
You will notice that the point totals for the writing assignments get progressively higher.  This is done for several reasons.  First, at the beginning of the semester, you might be unfamiliar with the essay format I require.  As the semester progresses, you will have a deeper understanding of the writing process and the academic essay format.  Second, as the semester progresses, you will be asked to interact more with the text, and/or include outside research.  Although I grade holistically, meaning that I look at all of the parts of the essay to make up the whole grade, I will hone in on certain items each unit.  For instance, in unit 2 we go over transitions.  When you write your WA 2, I will pay extra attention to the transitions.  I will still look at the other parts of the essay, but your grade will go down if you don’t include transitions.  I will continue to expect you to have good transitions in subsequent writing assignments.  By your last writing assignment, you should demonstrate this and other skills successfully.  Upon completion of this course, you should be able to:  
A. Pre-write constructively to generate ideas and determine ideas, opinions, positions, and ultimately theses and plans

B. Respond to a prompt quickly and independently 

C. Write a developed essay with a clear thesis and support

D. Write with some sophistication:  introduction should be more than a thesis; a conclusion should be more than a summary; an essay should have ample substance

E. Plan and revise fairly independently employing all stages of the writing process as necessary and appropriate

F. Recognize and revise common errors such as problems with comma splices throughout a piece

G. Construct idiomatically correct sentences although there may be an “accent” resulting from a consistent type of ESL error

H. Use a variety of rhetorics and structures, including documented sources

I. Use MLA style with some guidance to set up papers and document sources

You will also be expected to peer review your papers in groups.  Ten percent of your paper will be from peer review.  As stated above, if you don’t participate in this exercise, you will lose the 10% the first time.  The second time you don’t participate, I will assume that you are dropping the class.  
All papers must be revised and typed in accordance with MLA guidelines.  All work leading to your final paper must be kept—for example, all prewriting, rough drafts, peer responses, and any other work produced.  There are no exceptions to this policy. If I think you have plagiarized, I will ask you to submit your work leading up to that essay.  
All papers will be submitted to Turnitin (there is a link for each assignment).  This program catches plagiarism.  If you plagiarize a paper, you will fail the class.  I have written more about plagiarism below.  There is a whole document on plagiarism in the same folder you found the syllabus and in the course documents folder.  

· Word Processing Formats:  The most common word processing format is Microsoft Word. If you use another word processing program, you will need to save your work in Rich Text Format (RTF).  Guidelines for how to save in RTF are found under the Course Documents tab of the classroom Blackboard.  Please do not use Microsoft Works, Word Pad, or any other program that does not allow for easy conversion.
· Should I discover while reading your essay that you have not run spell check or sufficiently proofread and edited your work, I will discontinue reading and return the essay to you.  You will then have until the following week to revise the paper (the return date will be clearly marked for you).  The highest grade such a "returned" paper can receive is a "C".

· All Writing Assignments must be typed.

· Use Times New Roman Font size 12 (the font and size of this syllabus).   

· Double space all Writing Assignments 

· Put your name, the class, the assignment title and the due date in the upper left hand corner.  

· All writing assignments must have a title:  make it interesting.  
Groups:   To help build a community of writers in our online environment, you will be assigned groups during the semester.  
Expectations of groups:

· You will hold discussions for our text book in these groups.  

· You will also peer review your papers in these groups.  
· While I am here to help you, your group members can also help you.  

This does not mean that you have to be online at the same time.  

While you will be communicating through the discussion board, you can also exchange e-mails and phone numbers.  

In your introductions to your group, you will be asked to share your “log-in schedule” (that is when you expect to get online and do work.  For instance, I might log-in to our classroom Mondays, Wednesdays, and Fridays at 8 p.m.)  Letting your classmates know this will help them know when they can expect a response from you.  It will also help you set a schedule for yourself!  
If you drop the class you need to let me and your fellow group members know ASAP.  If a group gets too small, I will merge groups.  

Paper Revision Policy for Revising Final Drafts That Have Received a Grade You Don’t Like:  This is a two week process.  

You can rewrite your writing assignments one time for a better grade.  In order to do so, you must come to my office or call me during the week after I return the assignment.  In my office or on the phone, we will discuss how you can improve the paper.  You will then have one week to revise the paper.  Revisions must be significant in order for the paper to receive a higher grade.  
Example:  If I return a paper back to you Wednesday, Feb. 8, you will need to come to my office no later than Wednesday, Feb. 15 to discuss the paper.  The final draft will be due no later than Wednesday, Feb. 22.  

Late Work:  

Late homework is not acceptable.  Quizzes must be taken on time or you won’t be able to take them.  Final Writing Assignments can be turned in up to one week late, but you will be docked 10% off the final grade.  If you are going to turn in a final writing assignment late let me know so I won’t wonder what happened.    

Discussion Board

· Unlike discussion in a traditional classroom, you have the opportunity to think carefully and deeply about the things that you "say" on the Discussion Board without the constraint of time pressure or the concern of whether or not your voice will be heard over the voices of others; you also have the opportunity to edit your remarks. Please take advantage of those opportunities.

· Second, because this is an academic environment, please do not consider the Discussion Board as equal to text messaging, instant messaging, or e-mailing your friends.  Your comments should be grammatical and mechanically sound with regards to spelling and punctuation.  Please watch your language.  Cursing and inappropriate language are not acceptable.  If this occurs, action will be taken as necessary per school policy. 
· Please make sure you capitalize and punctuate properly.  The following is an example of what is not allowed:  

· i really thing that this is a stupide essay bec i dont like it i really like the other essay better

· This is better:

· I thought that the author’s supporting arguments were weak.  For instance, the example he used regarding visiting his grandparents did not go into enough detail to really convince me of his point.  
Notice the difference between the two examples.  
· Remember that a portion of your grade is based upon the quantity, but more importantly, the quality of your participation.
Quizzes:  You will take a number of quizzes throughout the semester.  These quizzes are not only to test your knowledge but also to get you thinking more about certain topics.  The quizzes for each unit are due on a specific day.  Make sure you review the material and take notes before you attempt the quizzes.  
Appeal Procedure

Some students (not many, but some) try to manipulate the system by claiming to have turned in work which they did not.  This means, as much as I might like to, I can’t take everyone’s word at face value.  Yet, we know mistakes happen.  So, here is the procedure for appealing a “missing” assignment. 

I will post an announcement when all the grades are recorded for a particular assignment (except for quizzes since they are mostly automatically scored).  After this announcement, you will have one week to appeal a missing assignment, contact me by email, and resubmit your assignment.  

If I do not hear from you in one week, I will assume the assignment did not come in on time and you will receive the reduction for a late assignment or a zero grade if it does not come in at all.  It is your responsibility to monitor Blackboard at least three times a week for announcements. 


Essential Information:

· It is your responsibility to stay informed concerning any changes of assignment due dates, readings, etc…  This means you should check the Blackboard announcements at least three times a week and your e-mail daily.  I post updates regularly.

· It is your responsibility to officially withdraw from this and/or any course.  Failure to do so may result in an "F" grade being awarded.

· Because this is an online class, and we are using Blackboard, a class e-mail list is generated.  This e-mail list is to be used for school related messaging only.  Any other use of the e-mail list can result in your being dropped from the course.  Continued sending of unsolicited e-mail could be viewed as a form of harassment.  Appropriate action will be taken as necessary per school policy.

· Should you discover that you are unable to regularly attend class (online) for whatever reason, it is imperative that you discuss this with me as soon as possible.  Telling me of work schedule changes, illness, family emergencies, etc. after missing several days/weeks is unacceptable.

Important Dates: (for other important dates, see the class schedule)

Fall Semester 2006

August 10 (Th) Faculty duty day (no classes held)

August 11 (F) Flex day, no classes

August 14 (M) Instruction begins

September 4 (M) Labor Day

September 15 (F) Last day to change a class to or from a CR/NC grading basis

October 13 (F) Midterm report period, Nine-week drop date for full-term length course

November 10 (F) Veterans Day

Nov. 23-24 (Th-F) Thanksgiving Holiday

November 27 (M) Classes reconvene

December 11-15 (M-F) Final exams

December 15 (F) Fall semester ends

Academic Accommodations

If you have a verified need for an academic accommodation or materials in alternate media (i.e. Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact your instructor as soon as possible.
Frequently Asked Questions 
That Have Not Already Been Addressed!  
What is the little exclamation next to my midterm and final grade?

The exclamation point simply says that your quiz went through properly and is waiting to be graded.  Some quizzes are automatically graded as they are multiple choice.  If they are not, I will have to go in and grade them myself.  This might take a week or so.    

I have a question mark or a lock next in my grade book next to a quiz or exam.  What does this mean?

This means that for some reason the quiz or exam did not go through properly.  This usually results from either you dropping off line, having a power failure, exiting the program before you have finished the quiz or exam or hitting the enter button instead of clicking on the submit button at the bottom of the page. 

If this happens, you must email me immediately to clear the lock.  I check my email several times a day and can usually clear it within 24 hours or less. 

I couldn’t access Blackboard.  What do I do?

Wait and try again.  Think about the internet like a very busy telephone system.  Sometimes so many people are trying to access the system at the same time, you get the internet equivalent of a busy signal.  This usually takes the form of a “Page Not Accessible” or “Page Not Found” screen.  If you keep having trouble accessing Blackboard try the following before emailing me:

· Turn off your computer entirely and unplug it.  Let it sit for 5 minutes. Then plug it back in and try accessing the web site again.

· Check the URL for the site and be sure you are entering it correctly.  The URL you should use is http://blackboard.reedleycollege.edu . 

· Try accessing another website from your computer that you have not accessed recently.  This will clarify if the problem is with Blackboard or with your own browser or internet service provider. 

· Hit the refresh button.  Sometimes a “page not found” screen gets stuck in the browser’s cache.  Refreshing the page will sometimes clear it. 

· Turn off any parental control or other content filters.  Sometimes these filters, as valuable as they are, can filter out good content as well as bad. 

· Go to http://online.fresnocitycollege.edu/blackboard/ and send in a request for support.  They would be most likely to know if the system is down.

· Email me and I’ll try to find out. 

How do I know you received my writing assignment? 

When you send in the paper through the assignment link, you will be taken to a screen that will say “the assignment has been updated.”  Then when you click on the “OK” button, you will be taken back to the assignment.  
Can’t I just bring in my paper in person?

No.

Why Not? 

Because I said so.  Seriously, it will help me keep everything organized.    

I have lost papers.  Papers handed into the reception desk have been misfiled. However, the only paper I lost online was one I deleted by accident.  I realized right away that I had deleted the paper and e-mailed the student.  

Second, electronic submission of papers is environmentally-friendly.  By saving paper we save trees.  We also reduce air pollution and save landfill space.  

What if I send you my work in some other way such as email or leave it with the receptionist at school?

You won’t get credit for the work.  I hate to be hardnosed about this, but one thing you need to learn is to follow the rules.  School rules are no less important than work rules or the laws of the land.  

Can I email you to find out if you got my papers?

Please don’t.  If you submitted it correctly, I received it.  
My computer broke down what do I do?

Most libraries have public computers available as do many recreational centers, even cafes and hotels.  Some libraries let you book them a day in advance!  If you live in Reedley or nearby you can use the computers at the Reedley College library.  If they are full when you go, then wait.  This is no different than the requirement to type up your papers.  If the typewriter broke down, you would find another typewriter.  

Can I get extra credit in this class?

No.  
How do I check my grade?

One of the advantages of Blackboard is that you can look at what has been recorded for your grade at any time.  Just click on “Tools.”  Then click on the link to check grade.  You will see each grade which has been recorded to date.  
How can I read your comments on my paper?

When I grade your paper, I will send it back to you through the gradebook.  You can open the file and read my comments usually at the end of the paper along with your score.  I will also include comments in the paper using the tracking method.  This will be explained later.  
What is the policy on plagiarism in this class?

We have a no tolerance policy here.  If you plagiarize a writing assignment or answers on your quizzes, you will receive zero points for the assignment.  If I catch you copying someone else’s work or having someone else do your work, I will send you to the Dean of Students, and you will receive a zero for that assignment and perhaps a failing grade in the class.  For more information on plagiarism, look at the plagiarism document in the course documents folder and refer to your schedule of classes.  
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