It is your respon

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


Welcome to English 252-Section 53044
Class schedule:  11:20-12:25 Mondays and Wednesdays in AG 15
11:20-12:25 Fridays in HUM 62

	[image: image5.wmf]Instructor:  Ms. Levine

[image: image6.wmf]Office:  A-Annex #6

Office #:  638-3641 ext. 3246


E-mail: lori.levine@reedleycollege.edu  

Office Hours:  

· Tuesdays and Thursdays from 11-noon and Wednesdays from 1-2 p.m.

	


Item 1:  Course Description:

During English 252, we will work on the writing process, sentence and paragraph development, and basic grammar.  This is a credit/no credit class.  You must get a C or better to get credit for this class.  
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Item 2:  Materials:

For this class you must bring the following materials.  Failure to do so could result in you being asked to leave the class for the day and being marked absent.  :

1. A notebook for class notes. 
2. A folder to keep class handouts.  
3. At A Glance by Lee Brandon.  Third Edition (You need this book by Friday, Jan. 13.)
It is a good idea to buy a dictionary and thesaurus 

Item 3:  Grades:  [image: image2.wmf]
Grade percentages and categories might change if necessary.  
1. Writing Assignments=70%

2. Participation=10%

3. Homework, Quizzes, In-class work =10%

4. mandatory study groups = 10%

Credit = 70-100%

No-credit = 0-69%
· Keep all returned, graded work as occasionally work does not get entered into my grading program.  Keep an extra printed copy of every writing assignment you turn in.  Occasionally papers get lost.  If your paper gets lost, and I do not have a recorded grade, and you cannot produce an extra copy, you will get a 0 for that assignment.  
· A computer print-out of your grades will be provided at least once during the semester.  In addition, grades will be posted on the internet (you need to make sure you have a current e-mail account).  You can review your grade at anytime.  All grades should be compared to your retained work to ensure accuracy.  
Item 4:  Attendance Policy:
Absences from class make success very difficult; they lower your grade through missed daily work and participation points.  It is always your responsibility to come to class prepared even after an absence.  I do not search you out for make-ups if you miss an assignment.  This means that you will have to find out what was assigned during your absence before you return to class.  Please get two phone numbers of reliable class members to call in case of an absence.  DO NOT EVER TELL ME THAT YOU DON’T HAVE YOUR WORK BECAUSE YOU WERE ABSENT WHEN IT WAS ASSIGNED.  Calling or e-mailing me and telling me that you will be absent or explaining why you were absent does not excuse you from class work.  

· If you miss any of the first week of class, you may be dropped.  

· You can miss up to 4 class sessions before you run the risk of being dropped.  

· If you come to class more than 10 minutes late, you might be considered absent or tardy.
· Two tardies=one absence  
All appointments, interviews, meetings with counselors should be scheduled outside of class time.  If you work, inform your employer of your class schedule.  
Item 5:  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:  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 6:  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 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

During the semester, we might be critiquing your essay or part of your essay during class.  Reviewing your essays in class is an extremely valuable exercise as you can learn from one another.  
Computer lab note:  Unfortunately, the computers on campus often erase disks.  Save your work frequently and on two disks.  Make sure you print your papers after major revisions; don’t just save them to your disk.  Having a problem with your disk is NOT an excuse for a late paper.    
Item 7:  Paper Revision Process:  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.  

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 8:  Mandatory Study Groups
One way to better understand class material is to have out of class study groups.  During the second week of the semester, you will form groups that will start meeting the third week of the semester.  During these study groups, you will help each other with writing assignments, homework, grammar, etc.  You can help each other with confusing class material.  You can review class material together.  You can also study for quizzes together.  

After you meet, each student (on his/her own) will be expected to 

1. write a short summary of what happened during your group meeting which includes

a. who attended your meeting and how each member participated

b. when and where you met

c. an evaluation or your group time (Was the time well spent?).  
d. a detailed explanation of what you did
You will be graded on these evaluations!!!

At the end of the semester, you will 

1. write a cumulative evaluation of your group, the work you did, and of your group members.  You will also grade yourself and your group members.   


These write ups must be typed and full of information.  If you do not take the time to do a proper write-up, you will not get points for the assignment.  You will get points for your evaluations and for attending your groups.  If a group is confused, you can come to an office hour as a group and this will count as part of your group time.  
Group Evaluations will be due on Fridays!

Item 9:  Participation Grade
A  (90-100 points)— You will get this grade by meaningfully engaging in this class.  This means that you should pay attention as well as actively participate.  You should try to participate in group discussions at least every class period, and when you participate, you should not stray to an unrelated topic.  In order to participate, you need to have done the assigned readings so that you know what we are discussing, and you need to have been in class so that you can refer to any class notes I have given.  If I call on you and you are not prepared, then I do not consider you an active participant.  Sometimes, you might not understand what has been read or discussed.  If this is the case, you should ask questions.  You also need to participate during group work.
B  (80-89 points)— You will get this grade by participating in class several times a week.  For the majority of the time you have done the assigned reading and you can refer back to your notes to answer questions.  You are basically prepared, and you participate in group work, but not to the extent as someone who gets an A.

C  (70-79 points)— You will receive these points because you are in class and you complete your work, but you don’t really participate.  You don’t raise your hand to answer questions, and I have to call on you to get a response.  You will have an answer because you have done the assigned reading.  During group work, you do participate a bit, but you don’t take a leading role, and often, I have to ask you a question to get you speaking.  
D  (60-69 points)— You will receive this grade because you are usually not prepared—you haven’t’ completed the assigned work, or you have missed class so you do not know what we are discussing.  You disrupt the class by shouting out random answers that don’t have anything to do with what we are discussing.  You will also get this grade because you do not let others participate; you either interrupt when someone else is answering a question, or you continually talk so that no one else can answer questions.  You do not really participate during group work.  You let the other members complete the assignment, so that when I call on you after group work, you cannot answer.  Or, you are off-topic during group work so that the group does not complete the assignment.  

F  (0-59 points)— You are not prepared for class.  You have not done the assigned reading/homework.  You do not take notes.  You have missed so much class that you do not know what is going on.   

Item 10:  Class Rules: [image: image3.png]



[image: image4.wmf]  If you don’t follow the rules, or are disruptive in anyway, I will ask you to leave class for the day.  If you continue to not follow the rules or to be disruptive, I will file a report with the Dean of Students.
1. Be prepared for class.  Bring your book, papers you are working on, notes, handouts, floppy disks, pens, pencils, etc.  

2. No talking to your neighbors while someone else is talking, including me.

3. No cell phones.  Keep them off and in your pockets or bags at all times.  

4. Be on task during class activities. 

5. Don’t disrupt class if you are late.  

Item 11:  Conferences

Conferences (one-on-one meetings) are mostly held during class time and are mandatory.  A student who misses a conference or who is not prepared for his/her conference will:

· Be marked absent for 2 days
· Get 10% docked from the paper to be discussed during the conference.  

If you must miss a conference, call me before the conference and I will try to reschedule.  

Occasionally, I must cancel conferences.  If this happens go to my office and follow the directions that have been left on my door.  

Item 12:  Note Taking
I expect you to take notes and bring these notes to class.  If you do not have your notes or refuse to take notes, you will be asked to leave and will be marked absent.  
Item 13:  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 14:  Places to get help

1. My office:  

2. The Writing Center, Hum 58 and 59  

3. The Tutorial Center, The Library  

4. The DSPS Office:  If you have a disability of any sort, sign up at the Disabled Student Services office.  
While it is always nice to have a friend or family member help you with your writing assignments, I would prefer that you get help from me or a writing center/tutorial center tutor.  If someone does help you, please attach the paper they read and the comments they made on the paper.  Writing Center tutors have been prompted to attach a special sheet to any papers they review for you.  Have the person who helped you write their name and their relation to you.  

Item 15:  Course Outcomes

Upon completion of this course, you will be able to

A. Write complete sentences, avoiding or correcting major sentence errors and punctuating correctly.

B. Use the conventions of English writing; including capitalization, indenting, spelling, hyphenating, etc.

C. Write clear, varied, appropriate sentences.

D. Use verbs correctly in present, past future, and present perfect tenses and use the correct forms of common irregular verbs.

E. Combine sentences using coordination, subordination, and phrase structures.

F. Write short papers (approx 500 words) that demonstrate rhetorical control of the main idea, utilizing the writing process in developing, writing, revising, and editing those papers.

G. Complete an in-class writing exam with minimal errors.

H. Divide the writer’s text into paragraphs.

I. Use appropriate word skills, including spelling and vocabulary, affixes common in English, contractions, etc.

J. Recognize usage and dialect levels:  standard, community or neighborhood, slang.

Item 16: Schedule  Below is a brief schedule of weekly topics.  Topics may be added or changed.  Homework will be assigned during class.  Quizzes will be announced; occasionally, you will have a pop-quiz!   You are responsible for all material covered even when you are absent!
Week 1:  
Introduction to class
Note taking
Accessing Grades

Week 2: 
Chapter 1:  The essay and its parts


Sign up for study groups

Week 3:  
Chapter 2:  The Writing Process
Chapter 4:  Narration/ Description.  


Due:  group evaluation 1

Week 4:  
Chapter 3:  The Writing Process Continued
Capitalization
Due:  Draft Writing Assignment 1

Due:  group evaluation 2
Week 5:  
Transitions

Due:  group evaluation 3
Week 6: 
Grammar:  Prepositions
Due:  Writing Assignment 1
Due:  group evaluation 4
Chapter 5:  Exemplification

Week 7: 
Review paragraph and essay structure


Due:  group evaluation 5
Week 8:  
Grammar:  Subjects, continuing verbs, simple present and past tense verbs
Chapter 10:  Comparison/ Contrast
Due:  Writing Assignment 2

Due:  group evaluation 6
Week 9: 
Grammar:  Subject-Verb Agreement and Verbals


Due:  group evaluation 7
Week 10: 
Grammar:  Subject-verb order 
Dialects


Due:  group evaluation 8
Week 11:  
Grammar:  root verbs and verbals and have helper verbs and verbals
Chapter 11:  Cause and Effect
Due:  Writing Assignment 3


Due:  group evaluation 9

Week 12:  
Grammar:  Commands, requests, and addressing Words


Due:  group evaluation 10
Week 13:  
Grammar:  Passive/ active voice and subject-verb completer

Due:  group evaluation 11 


Spring Break—April 10-14

Week 14:  
Grammar:  Pronouns
Due:  Writing Assignment 4


Due:  group evaluation 12

Week 15:  
Grammar:  Clauses, phrases, and sentence types

Due:  group evaluation 13
Week 16:
Relative Clauses


Due:  group evaluation 14
Week 17:
Punctuation
Due:  Writing Assignment 5


Due:  Final group evaluation 15:  You will grade yourself and your group members during this evaluation.

Final:  Wednesday, May 17 from 11-12:50 in Ag. 15

Item 16:  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—our final is scheduled for Wednesday, May 17 from 11-12:50 in Ag. 15

Item 17:  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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