

OZARKA COLLEGE CURRICULUM PROPOSAL 



	Course Title

(Or Program)
	Technical Writing

	CIP Code
	ENGL


	Contact Person(s)
	Kena Tyler and Kathryn Langston

	Effective date of proposal
	Fall 2011


	Proposal Summary
	The Business Department will develop a three hour course to meet requirements by the state for a lower level English class that is not remedial.


	Need for the proposal
	The Business Department will develop a three hour course to meet requirements by the state for a lower level English class that is not remedial.


	Curriculum outline
	PREREQUISITES:

A grade of C or better in PCEN 0003, Beginning Writing, or placement scores of 17-18 on the English portion of ACT or 37-44 on the writing portion of ASSET or 32-74 on the writing portion of COMPASS.

COURSE DESCRIPTION:

This course promotes effective communication in writing at work or in the classroom, along with enhancement of reading skills.  Basic mechanics, usage, and organization will be reviewed in conjunction with writing exercises, including business letters, memorandums, reports, and instruction formats.  This course will help the student develop writing proficiency and library skills.  This course will be part of technical certificate programs and certificate of proficiency programs only.
RATIONALE:

The ability to write for vocational/technical purposes is essential for job success and personal fulfillment.  Technical writing also prepares students for more focused in-depth writing classes or for writing tasks associated with many professions.  This course is for students enrolled in technical certificate programs and certificate of proficiency programs.


	Faculty needed for proposal
	Current faculty or adjunct faculty would teach the class.


	Description of resources
	This course would utilize the same resources as currently in use for an English course


	
	

	Costs associated with the activity
	There would be no special costs for this course.


	Source of funding (if needed)
	Existing departmental budget should provide adequate funding


	Similar activities in colleges within a 50 mile range


	

	APPROVAL 

	Curriculum Committee

 
	Date:  _________________________________________________
Chairperson Signature: ___________________________________


	Faculty Council

	Date:  _________________________________________________

Chairperson Signature: ___________________________________



	Administrative Council
	Date:  _________________________________________________

Chairperson Signature: ___________________________________



	Board of Trustees
(Programs only.)
	Date



	SIGNED COPY SHOWING ALL REQUIRED APPROVALS MUST BE SENT BACK TO CURRICULUM COMMITTEE FOR FILING.

	ADHE Submission
	Date:

	ADHE Letter of Notification
	Date:

	AFTER ALL REQUIRED APPROVALS HAVE BEEN COMPLETED, PROPOSED ITEM MAY BE ADDED TO CATALOG.

	Assessment Methods
	

	Implementation Date
	Date:

(Add to Curriculum Committee Calendar)

	Report back to Curriculum Committee
	Date:

(Based on assessment measurements including course evaluation of instructions following the first offering of the curriculum.) (Add to Curriculum Committee Calendar)

	Recommended Revisions


	Date:

	Curriculum Proposal Approval Process

1. Proposal is initiated in the Curriculum Committee for approval.

2. Faculty Council

3. Administrative Council

4. Board of Trustees, if necessary

5. Internal Process Completed—signed form back to Curriculum Committee

6. **ADHE notification or Approval—Curriculum Committee sent copy.

7.  **Program may be legitimately entered in Ozarka College Catalog

8. Follow up review prepared 1 semester after courses offered and reported back to Curriculum Committee to complete Assessment Loop on Courses Offered.
9. Follow up review on new programs after 2 years.


English

Ozarka College

ENGL xxxx Technical Writing

Course Syllabus

Fall 2011

INSTRUCTOR:


Kena Tyler

PHONE:



368-7371

OZARKA'S FAX:


368-4733

E-MAIL:



ktyler@ozarka.edu
OZARKA'S WEB PAGE:

www.ozarka.edu
DEPARTMENT WEB PAGE:
www.geocities.com/ozarkabustechdiv/homepage
OFFICE HOURS:


TBA

OFFICE LOCATION:

Walter B. Hall Education Bldg., H104

CLASSROOM:


H 113

PREREQUISITES:

A grade of C or better in PCEN 0003, Beginning Writing, or placement scores of 17-18 on the English portion of ACT or 37-44 on the writing portion of ASSET or 32-74 on the writing portion of COMPASS.

COURSE DESCRIPTION:

This course promotes effective communication in writing at work or in the classroom, along with enhancement of reading skills.  Basic mechanics, usage, and organization will be reviewed in conjunction with writing exercises, including business letters, memorandums, reports, and instruction formats.  This course will help the student develop writing proficiency and library skills.  This course will be part of technical certificate programs and certificate of proficiency programs only.
RATIONALE:

The ability to write for vocational/technical purposes is essential for job success and personal fulfillment.  Technical writing also prepares students for more focused in-depth writing classes or for writing tasks associated with many professions.  This course is for students enrolled in technical certificate programs and certificate of proficiency programs.
COURSE OUTCOMES:

On successful completion of this course, the student will:

1.
Use words precisely and imaginatively.

2.
Recognize spelling pitfalls

3.
Write papers, memorandums, letters, reports, and other writing tasks that are clear, complete, concise, consistent, correct, and courteous.

4.
Apply psychological principles to written and oral communications.

5.
Select the appropriate means of communicating by using either traditional or technological means.

TEXT/REQUIRED MATERIALS:

Smith, Leila and Moore, Roberta, English for Careers, 10th Edition, ISBN 9780135023310

A paperback dictionary

METHODS OF INSTRUCTION:

Lecture, class discussion, group discussion, questioning, student projects 

and presentations, and one on one.

EVALUATION PROCEDURES:
Grades will be given for quizzes, exams, class participation, writing assignments, and a term paper/presentation.  Your course grade will be calculated as follows:



Homework



30%



Exams



20%



Writing Assignments

30%



Quizzes



10%



Attendance



10%

(
Quizzes will be made up of words from a list of the 400 most commonly misspelled words.

(
Language Arts Exams will consist of true false, multiple choice, and proofreading.

GRADING SCALE:


90 - 100

A - Excellent


80 - 89

B - Above Average


70 - 79

C - Average


60 - 69

D - Conditional


  0 - 59

F - Failing

ACADEMIC INTEGRITY:

Academic honesty is expected of all students.  Dishonesty includes claiming credit for work others completed for you, lying, plagiarism, and copying other students’ assignments.  Even one incident of violating academic standards of honesty may result in expulsion.

Plagiarism is a very serious offense and includes copying from other students, purchasing completed assignments, copying from textbooks or other sources, claiming as your work the ideas belonging to someone else, and not giving credit to a source when quoting directly from that source.

If an occurrence of cheating is detected, that student's grade will be adjusted accordingly, ranging from a grade penalty on the test or assignment involved - to an "F" in the course.  When a penalty for cheating is invoked, the instructor is required to submit to the Vice President of Academic Affairs, immediately following the occurrence, a statement of circumstance, the name of the student(s) involved, and the penalty imposed.  A student involved has the right to appeal the action through the Academic Grievance Procedure.

MAKE-UP POLICY:

(
All papers, assignments, and reports must be turned in by the due date.  If an assignment is turned in after the due date, then five (5) points will be deducted from the assignment for each class day after the assignment due date.  If an assignment is turned in more than two class days after the due date, then that assignment will not be accepted and will receive a grade of zero (0) points.

(
Any quizzes missed cannot be made up.

· If you know ahead of time that you will be absent for an exam or quiz, then you may take the exam or quiz early.  But, you must make arrangements with the instructor prior to the scheduled exam or quiz date.

(
There will be absolutely no exceptions made to the make-up policy.

ATTENDANCE POLICY:

Attendance and tardiness -- Students are expected to attend all scheduled meetings of this class.  Only absences with a documented excuse from a doctor or college business will be considered as an extenuating circumstance.  After a student has missed the equivalent of two weeks of class (6 MWF, 4 TTH, 3 summer, or 2 night classes), the instructor may assign a grade of “F” for the course.  Extenuating circumstances will be considered.

DISCLAIMER:

Disruptive or non-professional behavior, including lack of participation in class may result in reduction of final grade and up to expulsion from the class.

No cell phones, beepers, gum, food, or drinks allowed in classrooms.  No children allowed in classrooms or unattended on campus.

Flexibility rights are reserved by the instructor to make modifications and changes to this course at any time at her discretion due to differing makeup of each class, variances in levels of scholarship and because of various interests in the direction and pursuit of scholarship and academic excellence.

SPECIAL NEEDS:

Situations covered by the Americans with Disabilities Act should be discussed with the instructor as soon as possible.

Any student with special needs that may require any adaptation or modification of classroom or lab work is responsible for informing the faculty of those needs and possible modifications/adaptations.
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