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English 302B: 07 & 08 - Hybrid

Advanced Composition for Business

Spring 2012 

M 12:00 - 1:15 Innovation Hall 323
W 12:00 - 1:15 Innovation Hall 323

Instructor: Peggy Scolaro


Office:  Robinson A413*


E-mail: mscolaro@gmu.edu 
(*or IN 301: 3rd floor computer lab)

English Dept. Tel. (703) 993-1160
Office Hours: MW 10:30-11:30 & by appt.

________________________________________________________________________
Texts and Materials:
Available at campus bookstore in the Johnson Center:

Hacker, Diana. A Pocket Style Manual. 6th ed. (Boston: Bedford/St. Martin’s, 2011) 

Additional readings and materials posted on Blackboard

Microsoft Word:  All documents must be submitted in MS Word (pre-2007 version)
_____________________________________________________________________

Hybrid Course:  This section of English 302B has been designated as a hybrid course. The primary difference between this class and any other class will be our meeting formats.  One day our class will be a regular “face-to-face” (“f2f”) class, while our second weekly class will be a “virtual” class; your work will be done individually and collaboratively online.  This means that you will not come to the physical classroom on those virtual days, and will have the option of completing the online assignment either in a computer lab or on your own computer sometime before the next class or assigned due date. The physical classroom will not be available to you on virtual days. We will be discussing the hybrid concept in class throughout the semester.  Online assignments will be posted on the Blackboard discussion board throughout the semester.

English 302B Course Objectives:


1. To prepare students for the diverse demands of writing in upper-level major coursework and in the workplace

2. To introduce students to ways of thinking, organizational techniques, and formats typical in business courses or a related discipline

3. To help students identify and use research resources (both print and electronic) and documentation styles preferred in business courses or a related discipline

4. To ensure students make reasoned, well-organized arguments with introductions, thesis statements, supporting evidence, and conclusions appropriate to the major, employing rhetorical strategies suited to the purpose(s) and audience(s) for the writing, to include appropriate vocabulary, voice, tone, and level of formality

5. To guide students to produce writing that demonstrates proficiency in standard edited American English, including correct grammar/syntax, sentence structure, word choice, and punctuation 
6. To teach students to compose and present some workplace-related documents

7. To guide students to appropriate support services: Writing Center, IRC, Library, Career Services, and the GMU Counseling Center

Course Goals: 

This course is designed to build on the general writing skills and techniques you have acquired in 101 and other university courses, and to prepare you for completing advanced level writing, analysis, and research tailored to your major discipline and possible future workplace.  We will, therefore, practice the various genres of writing you are likely to encounter. Throughout the semester, you’ll also learn to recognize the way(s) that knowledge is constructed in humanities disciplines (focusing on your own discipline or career interest), adapt your writing to common purposes and audience needs, conduct and synthesize research, use computer technologies as part of your research and writing process, and produce writing that employs the organizational techniques and genres typical in your discipline.  We’ll also focus on the professionalism and professional writing forms and techniques that you’ll need throughout your career. 

Prerequisites: 
Students must have completed or transferred in the equivalent of English 100/101, 45 credit hours, and any required general-education literature course designated by their college or major. Students should take a version of English 302 that connects to their major field. Students in the School of Engineering and students in the School of Management are very strongly recommended to take English 302N or English 302B, respectively. If you are enrolled in a different version, you should contact your adviser immediately to see what actions to take. 
General Education:

This course is part of the GMU General Education Program, which is designed to help students prepare for advanced work in their major field and for a lifetime of learning. For more information on the mission of the General Education Program, consult the University Catalog or visit http://provost.gmu.edu/gened/
Methods of Instruction:
Most class sessions of English 302 will be interactive and will involve a significant amount of student discussion and writing.  Students will be asked to work individually as well as collaboratively as they investigate issues, practice writing strategies and techniques, learn research and critical reading approaches, and review their own and their peers’ writing.  Students who attend regularly and stay engaged in class activities, who keep up with all of the assignments, and who block off sufficient time each week for thoughtful drafting and revising usually succeed in this class.

GMU Nondiscrimination Policy: 
George Mason University is committed to providing equal opportunity and an educational and work environment free from any discrimination on the basis of race, color, religion, national origin, sex, disability, veteran status, sexual orientation, or age. GMU shall adhere to all applicable state and federal equal opportunity/affirmative action statutes and regulations.
Course Policies:
1. Class etiquette:  Please turn off all electronic devices once class begins. No food, drinks, or sleeping in the classroom. 

2. Late arrivals:  I understand that you have a life outside of this class, and that occasionally you may be a few minutes late for class. However, repeated tardy arrivals (more than 2) will negatively affect your class participation grade and, consequently, your final semester grade.  


3. GMU Email Policy:  Students must activate their Mason email account and check it regularly. For privacy reasons, all class-related emails will be sent only to students’ official GMU email addresses.  We will go over proper email responses and “netiquette” in class.  Note: If you receive an email from me, sent individually to you and not to the entire class, you are expected to make a timely reply to me or lose points on your class participation grade.  

4.  Writing Workshops and Peer Evaluations:  Students should bring 2 copies of the first draft of each writing assignment to all workshops and post one copy to Blackboard before class. Each student will evaluate and fill out two in-class peer critiques and one online peer review for each paper.  These critiques must contain thoughtful, constructive feedback.  The overall quality of your critiques counts as class participation and will affect your final grade for the course.  Failure to attend peer-editing writing workshops will result in a grade penalty of one letter grade on the final draft.  

5. Manuscript format:  All written work (other than in-class assignments) must be typed or word-processed, using 12-point standard font (Times Roman, Arial, Calibri, etc.; do not use Courier), properly formatted according to assigned specifications. Failure to follow proper format in the final drafts of all essays will result in a loss of one-half letter grade for the first assignment; on remaining assignments, the grade loss will be one full letter grade.  Note: Papers that do not meet the assigned length will not earn a grade higher than a C-minus, since a “C” represents work that fulfills the requirements of the assignment.

6. Manuscript presentation:  Appearance counts. This is certainly true in the business world and it is true in academia as well.  Your papers should be neat and properly organized, according to the requirements of the assignments and in-class instructions. All graded work must be submitted on Blackboard to receive academic credit, and a back-up copy must be sent to my email address.  This includes memos, drafts, or final papers.  No exceptions.  
7. COURSE DEADLINES:  Papers and projects are due (posted on Blackboard) at the beginning of class on the dates marked in the class schedule, unless changed by the instructor. This means that a paper is late if not posted on Bb at the beginning of the instructional period. Late papers and drafts will be penalized one letter grade per day.  Papers turned in more than 48 hours after the due date will not be accepted and the recorded grade will be a zero.  Exceptions to late-paper policies will be made only for documented medical absences or verifiable emergencies beyond your control.  All final drafts must be accompanied by an online peer-review and a change memo.
Course Assignments and Credit Distribution:
Online Blackboard Postings


10%
Class Participation



25%
Comparative Literary Analysis

20%
White Paper




20%
Group Field Research Project


25%

This grading rationale attempts to give an estimated grade value for each assignment. Your final grade will not be solely determined by these percentages, but will include percentages and this instructor’s evaluation of your work upon completion of the semester, based on your demonstrated mastery of the fundamental concepts of this course.  There is no final exam in English 302B. 

Completion Policy:  All final essays must be accompanied (posted on Bb) by one or more earlier drafts.  You must complete all main essay assignments to earn a “C” or higher.

English 302 Grading Policy: Students in ENGL302 must earn a grade of C or higher to complete the 302 requirement; students whose grades are lower than a C will need to repeat the class.

Evaluation Standards:  GMU uses a 4-point grading scale, with additional grades for plusses and minuses.  The grading scale published by the Office of the Registrar is as follows:  

C+ = 2.33; C 2.0; C- 1.67:  The “C”-level essay is a competent response to the assignment: It meets, to some degree, all the assignment requirements, and demonstrates some audience awareness.  It has a thesis, presents some support, and moves from point to point in an orderly fashion; sentence-level errors do not significantly prevent comprehension.  Essays that do not meet these criteria will not earn a "C."  A “C” for the final semester grade = Satisfactory college-level writing and achievement and includes full, cooperative participation in all activities, exercises and projects throughout the semester.  
B+ = 3.33; B 3.0; B- 2.67:  A "B" level grade is a good paper that highlights a strong example of college writing and thinking.  In addition to meeting the "C" level requirements, such an essay goes further in some way(s): it demonstrates some insight into the "gray areas" of the topic, provides original or thorough support that is tightly woven into the overall argument, reads smoothly at both the sentence and paragraph levels, and/or exhibits a personal "voice" or style.  It has few sentence-level errors.  A “B” semester grade = Very good work, work distinctly above average: full, active, and cooperative participation in all activities, exercises and projects; writing that almost always demonstrates the principles of effective academic and business writing.

A =  4.0; A- 3.67: An "A" level grade marks an essay that is a delight for the reader.  Even more than in a "B" essay, its author anticipates and responds to possible reader questions, uses a wide range of supporting evidence, engages the reader in a provocative conversation, provides unexpected insights, and/or uses language with care and flair.  It possesses virtually no mechanical errors.  Specifically, an “A” semester grade = Outstanding work of "unusual excellence": Such work will include consistently full, active, cooperative, and collaborative participation in all activities, exercises, and projects of the course throughout the semester.

D and F =  Less than satisfactory or unsatisfactory college-level work; inconsistent writing that, even with revision, fails to demonstrate effective academic writing 

Individual and Collaborative Writing Assignments:


Online Postings (10% of course grade):  

Students will be responsible for posting discussion prompts and commenting on postings from the instructor and classmates on the Blackboard discussion board.  I will also post some writing exercises online, once the semester is underway. Weekly progress reports must be posted on the Blackboard Discussion Board and included in the Group Field Project Portfolio. Email, Facebook, and text messages do not count as official progress reports and will not receive academic credit. Students must use the Bb mini-discussion board created for their group. 
Comparative Literary Analysis (CLA): Your first major paper, worth 20% of your semester grade, will be a comparative literary analysis of two articles on the same topic (issue or event) that interests you from publications in the field of business.  One article may come from an online source, but the other must be a print source such as The Wall Street Journal, Forbes, etc.  You must submit your sources for my approval and post your article information on Blackboard in an electronic version of an annotated bibliography (author, title, topic, and description) by.  You will closely examine each article and analyze each one in terms of specific criteria: author’s purpose, intended audience, writing style and tone, and graphic presentation. This paper should be 4-5 pages long, double-spaced, and will be reviewed by your peers in a writing workshop; the final draft will be accompanied by a final online peer review, a change memo (see below), and a Works Cited page with hyperlinks to the original articles.  

Change Memos:  Each final draft must be accompanied by a memo (at least one full paragraph to one page), reflecting on the changes you made from the first to final drafts and your own writing process from discovery to revision.  This type of reflection will contribute to the conscious choices you make as a writer and should make you a stronger writer. Papers submitted without the change memo incur a grade penalty on the final draft.  
Group Field Project (25%):  This collaborative project is worth 25% of your final course grade.  We will work on this project throughout the semester in numerous steps: working in 4- to 5-member groups, determining a suitable local field site in the business community, within driving distance of GMU; selecting specific aspects of the business to explore; writing an initial group proposal, then a group contract, both to your instructor, and a letter of introduction to the company; designing interview questions for members of the selected workplace; posting progress reports on Bb throughout the semester, including regular e-mail and electronically posted reports of your observations, your interviews, and the business documents you analyze.  The project will culminate in a 12-minute group presentation during the last week of the semester, reporting your findings about your business site to the class and submitting a professional-style portfolio, including the final draft of your interview report and document analyses, as well as real workplace documents from your business.  The portfolio will also include an abstract, a table of contents, and several appendices (your original proposal, your business letter to the company, all Blackboard postings related to the project, and possibly other items to be announced in class). Each group must use Powerpoint during the final presentation, although you are not limited to Powerpoint. Some groups have made their own DVDs, while others have brought in various representations from their businesses: from a casket to a gourmet feast from a catering company.  You should try to create as much interest in your business site as possible, so be creative (flyers, brochures, posters, videos, etc.).  This project should be challenging but FUN!  Most of my students really enjoy this project, and I hope you will, too; the key is to choose an interesting business that you will enjoy writing about all semester, not a bank or a company you find dull and boring.  We will discuss lots of examples of successful projects from previous semesters in class.  

White Paper (20%):  During the course of your team field research of a business organization, each team member will identify some specific area of the business operations that may seem problematic or may need improvement or even implementation.  Your white paper will be a formal business proposal, called a “white paper,” 3 - 4 pages long (single-spaced), submitted in proper memo format. Your white paper should identify the problem or need within the company and recommend a solution you think will benefit the company, supporting your proposal with relevant data and sources.  Examples of possible topics might include: telecommuting options, reserved parking for pregnant workers, on site-day care, adoption of specific software or equipment, etc.  Use your imaginations here.

Document Analysis: Each group member will select a separate workplace document and write, in memo format, an analysis of the document according to criteria determined in class.  This one- to two-page document will be part of the portfolio and, along with the confidential memo, will be a major determination of the individual portfolio and Group Field Project grade. 
Confidential Memo: In place of a final exam, each student will turn in a confidential memo, explaining his or her specific role in the group project and evaluating each group member by name and his or her contribution to the project throughout the entire semester. The Confidential Memo is due on the last day of class and must be posted on Blackboard by the posted deadline. This final writing assignment is part of the Group Field Project Grade. 

Class Participation (25%): Your daily engaged participation (not mere attendance) in this class will count for 25% of your final course grade. We will be working on a number of in-class writings, discussions, and small assignments each day, and your full engagement with the daily discussion and work of the class is essential. Each day’s participation will be worth 1-2 points, depending on your level of engagement, worth up to 50 points total (100%). You alone determine your grade in this portion of the course. 
University Writing Center:

Since you will be writing several papers in this course, you may want to visit the University Writing Center (http://writingcenter.gmu.edu), located in Robinson A114, for assistance. The Writing Center is one of the best resources you will find on campus. They have an outstanding website that offers a wealth of online resources for student writers. You can schedule a 45‑minute appointment with a trained tutor to help with any phase of the writing process. You can even obtain assistance with papers by visiting the online writing center at http://writingcenter.gmu.edu/owl/index.html, but please plan ahead and allow yourself at least 2‑3 days to receive a response. Make an appointment via their website: http://writingcenter.gmu.edu

ESL Opt-In Support Program:  For students whose first language is not English and who may want extra writing support, this Writing Center program offers additional and targeted support over the course of the semester. Students can meet with the same tutor for up to 30 sessions, which is equivalent to two sessions per week.  The tutor will work with the student on specific problem areas and develop writing and comprehension skills over time.  Please email the Writing Center at writingcenter@gmu.edu to enroll in this program. 

Other Useful Campus Services:


University Libraries “Ask a Librarian”  http://library.gmu.edu/mudge/IM/IMRef.html
Office of Career Services:  (SUB I, Suite 348):  (703) 993-2370 http://careers.gmu.edu
Office of Disability Services:  If you are a student with a disability and you need academic accommodations, please see me and contact the Office of Disability Services (ODS) at 993-2474.  All academic accommodations must be arranged through the ODS.  http://ods.gmu.edu
Counseling and Psychological Services (CAPS): (703) 993-2380
http://caps.gmu.edu  (SUB I, Suite 364)
Counseling and Psychological Services (CAPS) provides a wide range of services to students, faculty, and staff. Services are provided by a staff of professional counseling and clinical psychologists, social workers, and counselors. The Center provides individual and group counseling, workshops and outreach programs -- experiences to enhance a student's personal experience and academic performance.   If you are in crisis and need assistance to deal with the psychological impact of this crisis, please contact CAPS, and a counselor will meet with you to asses your situation and to identify options for dealing with the crisis.

IMPORTANT: If you are experiencing a crisis at times when university offices are not open, you may contact university personnel. In housing, contact the on-call housing staff for assistance. Other students may contact the University Police at (703) 993-4357. The police will work with you to contact the Counseling and Psychological Services when this would be helpful to you.

*For life threatening emergencies, call 911 immediately.*
Important Dates this Semester:

First day of class




Mon January 23
Last day to drop w/no tuition penalty


Tues January 31
Last day to add classes



Tues January 31
Last day to drop




Fri February 24


Elective Withdrawal Period



Mon February 27 – Fri March 30
Spring Break





Mon March 12 - Sun March 18
Last Day of Classes for English 302B

Mon April 30 / Wed May 2
Last Day of All Classes for Spring 2012

Sat May 5
Reading Days





Mon May 7 and Tues May 8
Exam Period





Wed May 9 – Wed May 16
Composition Statement on Plagiarism:

Plagiarism means using the exact words, opinions, or factual information from another source without giving that source credit. Writers give credit through the use of accepted documentation styles, such as parenthetical citation, footnotes, or end notes; a simple listing of books, articles, and websites is not sufficient. 
This class will include direct instruction in strategies for handling sources as part of our curriculum. However, students in composition classes must also take responsibility for understanding and practicing the basic principles listed below.

To avoid plagiarism, meet the expectations of a US Academic Audience, give their readers a chance to investigate the issue further, and make credible arguments, writers must:

· put quotation marks around, and give an in-text citation for, any sentences or distinctive phrases (even very short, 2- or 3-word phrases) that writers copy directly from any outside source: a book, a textbook, an article, a website, a newspaper, a song, a baseball card, an interview, an encyclopedia, a CD, a movie, etc.

· completely rewrite—not just switch out a few words—any information they find in a separate source and wish to summarize or paraphrase for their readers, and also give an in-text citation for that paraphrased information

· give an in-text citation for any facts, statistics, or opinions which the writers learned from outside sources (or which they just happen to know) and which are not considered “common knowledge” in the target audience (this may require new research to locate a credible outside source to cite)

· give a new in-text citation for each element of information—that is, do not rely on a single citation at the end of a paragraph, because that is not usually sufficient to inform a reader clearly of how much of the paragraph comes from an outside source.

Writers must also include a Works Cited or References list at the end of their essay, providing full bibliographic information for every source cited in their essay.

While different disciplines may have slightly different citation styles, and different instructors may emphasize different levels of citation for different assignments, writers should always begin with these conservative practices unless they are expressly told otherwise. Writers who follow these steps carefully will almost certainly avoid plagiarism. If writers ever have questions about a citation practice, they should ask their instructor! 

Instructors in the Composition Program support the George Mason Honor Code, which requires them to report any suspected instances of plagiarism to the Honor Council. All judgments about plagiarism are made after careful review by the Honor Council, which may issue penalties ranging from grade-deductions to course failure to expulsion from GMU.

Most people won’t realize that writing is a craft.

You have to take your apprenticeship in it like anything else.




–Katherine Anne Porter
Have something to say,

And say it as clearly as you can. 

That is the only secret of style.           

 –Matthew Arnold
302B Tentative Class Schedule

Week One:  January 23 & 25


***Course Introduction – Review Syllabus***


Blackboard: Assignments & Discussion Board


Memo Format



Considering Audience and Purpose: memo for tuition reimbursement



**Assignment:  Watch movie Office Space over the weekend**

Due Monday on Bb: Your Picture and About You! Office Space response

Week Two:  January 30 & February 1



In-Class Writing Assessment: Previous writing experience


Due:  1-paragraph posting on Bb: response to Office Space, 

addressing some aspect of the business community depicted in the film.  Be specific; give your opinion and use specific examples from the film.
For Wednesday: 
Read NYT article: “What America Can’t Build: A Sentence”

Due:  Response to NYT article
*WOJ, Chapter 1: Professional writing, the writing process, memos


Week 3: February 6 & 8


Form groups for Field Project


Due: 2 possible business sites for Group Field Project (Post on Bb)


Whole Class Brainstorming for potential sites for group project


Begin working on proposal for your group project



Plan to contact company and arrange for interview and observation 

WOJ:  Ch. 1a, Business Letters
Discuss and begin draft/ letter of introduction to your company
Introduce Comparative Literary Analysis (CLA) – Assignment sheet


Discuss criteria, audience, purpose

*WOJ: This notation refers to John Mansfield’s Writing on the Job, a textbook I no longer require students to purchase, but I will present this information in class.  When you see WOJ, just know we’ll be discussing those points in class that day. 
Week 4: February 13 & 15

Library Research Class (Mandatory) – Grade penalty on final draft of CLA for missing this class

Wednesday: Group Conferences

Bring draft of letter of introduction to your company 



Bring copy of instructor’s letter (on Blackboard) for my signature 


Groups begin to compose and post interview questions

Week 5: February 20 & 22:  Interview Week:  
Conduct Interviews with your business sometime this week


Observe business site sometime this week – Take notes on surroundings

Independent literary research: library / online research


Begin Comparative Literary Analysis – discussion and exercises


Format for comparison/contrast writing

Wednesday:  Post CLA article titles on Blackboard: include author, article title, name of publication (e.g. NYT, WSJ), publication date
(I will post my approval of your sources or further instructions.)

Week 6: February 27 & March 1
Writing Workshop:  First Draft of Comparative Literary Analysis


***Failure to attend workshop with draft will result in grade penalty on final draft***



Small-group workshop on drafts; discussion of research progress



Group work: discuss progress on field project



Post weekly progress reports on field research on Blackboard



Wednesday: Beginning of Individual Student Conferences on CLA



Week 7: March 5 & 7


Individual Student Conferences on Monday and Wednesday

Interviews must be completed this week

Week 8:  March 12-18 
***Spring Break***

Week 9: March 19 & 21

Due: Final Draft of Comparative Literary Analysis


Include: Online peer review of final draft and change memo



In-class writing: Reflections on interview; project assessment / concerns




Post Field Research interview results on Blackboard



Introduce White Paper



WOJ, Ch. 6a: Proposals

Week 10: March 26 & 28


Post proposals for white papers on Blackboard by Wednesday


Further discussion of white paper criteria and formatting / Group Work

Week 11:  April 2 & 4

Writing Workshop:  First Draft of White Papers



***Failure to attend workshop with draft will result in grade penalty on final draft***

Wednesday: Individual Conferences
on White Papers / Group Work
Week 12: April 9 & 11


Due:  Final Draft of White Paper 


Include peer critiques from workshop; online peer review; change memo

Discuss Format for Document Analysis / Bring workplace documents 

Wednesday: Individual Conferences on Document Analyses / Group work

Week 13: April 16 & 18
Writing Workshop: Document Analysis


***Failure to attend workshop with draft will result in grade penalty on final draft***

Discuss Format for Interview Reports

Week 14: April 23 & 25
Writing Workshop: Interview Reports 
***Failure to attend workshop with draft will result in grade penalty on final draft***
Principles and Techniques of Oral Presentations in Business

Post by Friday: Final Progress reports
Week 15: April 30 & May 2 



Due: Oral Presentations of Group Field Project & Final Portfolios



Confidential Memo: Evaluation of Team Project & Team Members
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Every good writer starts somewhere.  Have a great semester in English 302!

