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Kennebec Valley Community College
Fairfield, Maine
Syllabus
English and Humanities Department


Course Number:	ENG108	Credit Hours:	3	Clock Hours:	45

Course Title:		Technical Writing 

Prerequisites:	Class activities include writing in a computerized writing lab; therefore, keyboarding skills are required. An Accuplacer Writing score of 74 or higher indicates readiness for ENG108.
 
Co-Requisites:	None

Instructor:		Voice Mail:			E-mail Address:
[Instructor Name]	[Phone Number]		[Email Address]

Office:
[Insert office location to include building and room], [include link to campus map]
Campus Map: [link to campus map] 

Texts:
[image: ttps://d3by36x8sj6cra.cloudfront.net/assets/images/book/large/9781/1333/9781133309819.jpg]
Technical Communication: A Reader-Centered Approach, 8th Edition
Paul V. Anderson 
ISBN: 978-1133309819

Other Materials:
Various online supplements will be used during the progression of class and will be provided as needed on the class Blackboard page.

Course Description:
This course challenges students to solve problems using words and images. The course stresses both the writing process and the writing situation consisting of purpose, audience, and context. By learning to assess user needs, students develop critical thinking skills and use these skills to guide the writing process in a variety of communication forms. Students learn to gather and select information and to choose organizing and formatting strategies that result in clear written documents. 

Course Objectives:
Upon successful completion of this course, the student should be able to:

1. Solve problems through meaningful writing and design choices based on purpose, audience, and context.
2. Write clear, concise sentences.
3. Collaborate and work effectively in a group.
4. Use visuals to enhance and clarify technical prose.
5. Locate useful library resources relevant to their specific occupation.
6. Create user-centered designs.
7. Conduct usability tests to improve written documents.
8. Analyze technical documents for effectiveness.
9. Employ a recursive design and writing process.
10. Use ethical and legal decision making in creating accessible documents

Grading:
	Grading Percentage
	Pie Chart Grading Percentage

	Resume and Cover Letter: 20%
Technical Review: 15%
Instructions: 20%
Safety Fact Sheet: 10%
Collaborative Recommendation Report: 20%
Miscellaneous Assignments and Homework: 15%
	




Grading Scale:
This course follows the standard Kennebec Valley Community College’s grading system.  Kennebec Valley Community College utilizes a grading system based on “letter grades” which range from “A” to “F.” Letter grades have numerical values which are used to calculate a student’s grade point average also known as GPA. The usual scale utilized can be found below, in the College Catalog on page 11 and on Kennebec Valley Community College’s website:
	Letter Grade
	Grade Points per Credit
	Grade

	A
	4.00 grade points per credit hour
	95-100

	A-
	3.67 grade points per credit hour
	90-94

	B+
	3.33 grade points per credit hour
	87-89

	B
	3.00 grade points per credit hour
	83-86

	B-
	2.67 grade points per credit hour
	80-82

	C+
	2.33 grade points per credit hour
	77-79

	C
	2.00 grade points per credit hour
	73-76

	C-
	1.67 grade points per credit hour
	70-72

	D+
	1.33 grade points per credit hour
	65-69

	D
	1.00 grade points per credit hour
	60-64

	F
	1.00 grade points per credit hour
	Below 60




Attendance Policy:
Recording of attendance is required by school policy and other regulations so a log will be kept. This tracking will occur in the following manner:
1.	Students that physically attend class will be marked absent when they are not present during normal class time.
Note: No matter the style of absence the student will still be required to submit any assignments or tests within the constraints of the original due date.
Students with Disabilities:
In accordance with state and federal law, this College is committed to assisting qualified students with disabilities achieve their educational goals.
If you are in need of an accommodation in this course:
•	Students must contact the Dean of Students located in the Enrollment Services Center in the Frye Building, Room 131.  The Dean of Students can be reached by calling [insert phone] or by email: [insert email]
•	Students must provide current, appropriate documentation of their disability. 
•	Students must make a timely request for accommodation to the Dean of Students.  
•	Accommodations will not be provided until the faculty member receives a request form for accommodations.  This form is created with the Dean of Students and is supported by the documentation of said disability.  
•	Requests for accommodation must be renewed each semester for each course.
This document is available in enlarged print and on audio tape.  Please contact the Dean of Students at [insert phone] o by email: [insert email]. More information on Kennebec Valley Community College’s ADA Policy can be found online at:  www.kvcc.me.edu/ADA 
 Notice of non-discrimination:
Kennebec Valley Community College does not discriminate on the basis of disability in the admission to, access to, or operation of its programs, services or activities.  Students requesting classroom accommodation should be forwarded to the Director of the Marden Center located in King Hall Room 130.  The Director of the Marden Center can be reached by calling [insert phone].  Students may also be forwarded to the Dean of Students located in the Enrollment Service Center in the Frye Building Room 131.  The Dean of Students can be reached by calling [insert phone]. Complaints about College decisions related to disability accommodations or discrimination must be forwarded to Affirmative Action Officer and ADA Compliance Officer, located in the Enrollment Services Center, Frye Building Room 129, 92 Western Avenue, Fairfield, ME 04937.  Contact information is phone: [insert phone] or email [insert email].

This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The product was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The U.S. Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership. 
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Except where otherwise noted this work by Kennebec Valley Community College is licensed under a Creative Commons Attribution 4.0 International License.
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