It is your respon

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


Welcome to English 125-Section 
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This class meets online.  You should check the Blackboard site daily.  Face-to-face classes will be held Wednesdays, January 11, February 8, and March 29.  These classes are mandatory.  
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Instructor:  Ms. Levine

Office:  A-Annex #6

Office #:  638-3641 ext. 3246


E-mail: lori.levine@reedleycollege.edu  

Office Hours:  

Tuesday and Thursdays from 11-noon and Wednesdays from 1-2 p.m.  Other office hours can be arranged if necessary.  

	


Item 1:  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, to explore and express ideas.

Item 2:  Blackboard

We will be using Blackboard as our classroom.  Our Blackboard classroom contains documents, announcements, and other information needed for our course; in addition, Blackboard allows for e-mailing and online discussions.  You will submit all of your papers through the digital drop box function in Blackboard. 
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Item 3:  Materials:

1. A Troubleshooting Guide for Writers by Barbara Fine Clouse
2. The Joy Luck Club by Amy Tan

3. 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 

Item 4:  Computer Requirements:

Skills Needed:
· Familiarity with computers (knowing where the power switch is located, for example) 

· Know the basics of word processing (saving files, using spell check, moving text, etc.) 

· Know how to access the Internet and navigate the Internet (use a browser, utilize search engines, save and or print from the Internet)

· Know how to send e-mail and e-mail with attachments

Hardware Needed
· Pentium (PC) or Mac equivalent

· Home Internet access is desirable.  You can use the computers on campus; however, they are not always available.  You should also know if your local library has computers available with Internet access.  If your home computer crashes, is in need of repair, or you lose Internet access, you need an alternative way to complete the required work for this class.

E-Mail
An e-mail address is essential. If you do not currently have one, you should set one up through Reedley College, Hotmail or Yahoo. These accounts are free and available through any computer that has Internet access; however, the Reedley College account must be activated first from campus.  I will use e-mail to communicate with the class as a whole, with groups, and with individuals. Whether you have Internet and e-mail access at home or on campus, you should plan on checking your e-mail at least every other day—once a day is preferred. 

Word Processing Formats 

The most common word processing format is Microsoft Word. If you use another word processing program, you will need to find out how to save your work as Rich Text Format (RTF) file.  Guidelines for how to save in RTF are found under the Course Documents/assignments tab of the classroom Blackboard.  Please, do not use Microsoft Works or any other program that does not allow for easy conversion.    Using WordPad is unacceptable.  If you have WordPad, you must plan to visit a local library—public or school—to convert your work before sending it for review or as the final product.
Item 5:  Grades:  [image: image3.wmf]
Grade percentages and categories might change if necessary.  
1. Writing Assignments=70%
2. Discussion Board=20%

3. Homework, Quizzes, other work=10%

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.  

· I will  be using micrograde to record your grades.  Each time I update grades, I will send an e-mail that will include the link along with a user name and password so you check your grade. 
Item 6:  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 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 two weeks in a row and/or complete assignments, without contact with the instructor, will mean that you are no longer participating in the class.  I then may formally drop you from the course.  

· Students are required to attend the three face-to-face meetings.  
Item 7:  Writing Assignments
You will be asked to complete a number of writing assignments throughout the semester.  Each of these assignments must be completed in order to receive a passing grade.  

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.
· 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

· Guidelines for each essay, as well as how to name the essay for sending through the digital drop box, are found on the Blackboard under the Documents/Assignments tab.

· Word Processing Formats:  The most common word processing format is Microsoft Word. If you use another word processing program, you will need to find out how 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.
· Essays are to be turned in via the “Digital Drop Box” and are due as posted in the schedule.  Guidelines for accessing and using the Digital Drop Box are found under the Documents/Assignments tab.  

· 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".

· You will be required to post some of your essays in progress for peer review.

Item 8:  Paper Revision Policy:  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 sometime during the week after I return the assignment.  In my office, 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.  (Since this is an online class, we can conduct these meetings over the phone or through “office hours” chat tool found under the Communications tab.)  
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.  

Item 9:  Late Work:  

MY LATE ASSIGNMENT POLICY IS A STRICT ONE!  I do not waste valuable time dealing

with reasons or excuses for late work.  THE BAD NEWS:  Late homework assignments are not accepted.  THERE ARE NO EXCEPTIONS, SO PLEASE DON’T ASK.  Quizzes cannot be made up at any time.  THE GOOD NEWS:  Final writing Assignments can be turned in up to one week late, but you will be docked 10% off the final grade, and you will not be able to rewrite it for a better grade.  

Item 10:  Discussion Board
The Discussion Board is really where the "life" of the class takes place, and as such we want to grant it the importance it is due. So, let me make a couple of observations:
· First, 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-mail to 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. 
· Remember that a portion of your grade is based upon the quantity, but more importantly, the quality of your participation.
· Find a grading rubric for the Discussion Board under the Documents/Assignment tab.  Look in the folder titled “Discussion Board/ E-mail Guidelines.” 
Item 11:  Plagiarism/ copying:  
If I catch you copying someone else’s work or having someone else do your work for you, I will send you to the Dean of Students, and you will receive a zero for that assignment.  You might also receive a failing grade for the class.  This rule holds true for homework as well as writing assignments.  

Item 12:  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 on a weekly basis 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.

· If an essay is due and you cannot access the Blackboard, probably the Blackboard is down.  Don’t stress—just keep trying.  When this happens, watch for email messages from me.  I will let you know the revised due date.  Of course, if an essay is due and the Blackboard is down, I can’t hold you to the original due date.

· Check your email daily.  If you do not send your essay in RTF and you aren’t using Microsoft Word, and I can’t open your essay, I will be sending you an email reminding you to resave and resend your essay.
Item 13:  Course Outcomes

Upon completion of this course, you will be able to:
A. Prewrite 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

Item 14:  Important Dates: (for other important dates, see the class schedule)

· January 16 (M) Martin Luther King Jr. Holiday (no classes held - campus closed)

· January 27 (F) Last day to register for a Spring 2006 full-length class or drop a

· full-length class to avoid a “W”

· February 10 (F) Last day to change a class to or from a CR-NC grading basis

· February 17-20 (F-M) Presidents’ Day Holiday (no classes held - campus closed)

· March 10 (F) Last day to drop a Spring 2006 full-length class (letter grades assigned after this date)

· March 20 (F) *Summer/Fall 2006 registration begins for continuing students (by appointment)

· April 10-15 (M-S) Spring Recess (no classes held - campus open M-Th)

· May 15-19 (M-F) Final exams week
Item 15:  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.
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