English 301 - 01 – Introduction to Professional Writing - Syllabus

Fall 2008 T- TH: 9:30 – 10:45     Room: MH 101 B (to be changed)
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Professor Perry Glasser

Office 228 MH

pglasser@salemstate.edu
X 7032

ENG 301 Introduction to Professional Writing 3 credits

A general introduction to the large field of professional writing, focusing on the many different types of writing and the specific requirements for each area—business, technical, journalism, internet, media, etc. This course will include classroom analysis and lectures from professionals in the field, with some practical writing assignments due throughout the course. Three lecture hours per week:  Prerequisite: ENG 102, ENG 103 or ENG 106H.

Goals and Objectives
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Goals

· To evolve critical standards for professional writers.
· To learn how Professional Writing is audience-focused.

· To learn about how professional writers perform in publishing.

· To learn about how professional writers work with new media.

· To learn how professional writers function in business environments.

· To develop collaborative writing skills and habits.


Objectives
· Apply Word Tracking mode to peer writing.
· Use an online interface as a central repository

· Create and deliver a PowerPoint presentation.

· Apply desktop publishing principles to student resumes.

· Write a query letter for literary journalism.
· Write and edit a magazine feature

· Write a technically proficient process description.
Policies: This syllabus/plan is subject to change with the needs of the instructor (that's me) and the students (that's you). Let's be flexible. Since the nature of many assignments will depend on the total registration, expect some variations from this printed plan. College policies supercede any implied or direct conditions of this syllabus.
Special Provisions: Salem State College is committed to providing equal access to the educational experience for all students in compliance with Section 504 of The Rehabilitation Act and The Americans with Disabilities Act. Any student who has a documented disability requiring an accommodation, aid or adjustment should speak with me privately. Students with Disabilities who have not previously done so should provide documentation to and schedule an appointment with the Office for Students with Disabilities and obtain appropriate services.
Attendance: Absent students miss significant work that cannot be made up. Make every effort to inform me of an unavoidable absence in advance. 

· Three or more cuts will trigger a letter grade reduction of your final grade. 

· Lateness by more than 15 minutes constitutes a full absence.

· Five absences mandate failure. (no kidding—that’s 2.5 weeks!)
· Missing a scheduled conference counts as two (2) absences.

· If your cell phone rings while class is in session, you will be asked to leave and will be charged with a full absence.

Appeals of these objective criteria will require documented reasons for absence. By the end of the 4th class meeting, every student will have a "buddy" to contact in the event of absence and is expected to have signed up for WebCT. 

Collaboration: Students will be frequently be divided into teams. Since your teammates rely on you, be prompt, perceptive, and forthright. That’s a social and academic contract.
Assignments: If you are unable to complete any reading or project, avoid embarrassment by informing me before class. Should this becomes ordinary behavior, expect academic consequences.

· Written assignments will not be accepted late. 

· Extensions of due dates will never be granted retroactively.

Plagiarism and Dishonest Scholarship: Students who present work not their own will be dismissed from class with a grade of F and may be dismissed from the College. We'll discuss how the Internet and other forms of research can be used appropriately.

Texts and Materials
WebCT registration —most readings will be online; many will be assigned via the WebCT interface. Lon-in 3x/week.
Computer access – if you own a laptop, bring it to class regularly.
Microsoft Office Suite, including Word and PowerPoint. 
NB: Office Suite is NOT the same at Microsoft Works. Students employing Open Office should see me.
Assessment

	75 
	Office visits  or RS, drop-in or by appointment; Jan, Feb, Mar/Apr 25 points @

	100
	Class Participation –WebCT presence (3x/week), assignment promptness, & effort.

	100
	Collaboration skills

	100
	biography— grade on Process — you as editor

	150
	biography— grade on Product — you as writer

	150
	Resume – online or hardcopy

	255
	Magazine  article 1200 - 1500 words

	75
	PowerPoint presentation 

	1,000
	TOTAL points possible


 Tentative Assignment Calendar – Fall 2008 
The Calendar will be adjusted to accommodate the instructor's or students’ needs. Registrations will affect schedules. So might snow.
Readings are due as indicated below or as assigned via WebCT. 

Important College Calendar Dates

Sep 9 - Add-Drop Ends

Nov 20 – Last day to withdraw with a W

Dec 12 – Reading Day

Dec 15 – Final Examinations begin

	TH, Sep 4
	Course Introduction: Syllabus & WebCT 

Three realms of PW at SSC. 

HW: due by Sep 9: Sign in on WebCT LOGON Discussion Board

refer to www.salemstate.edu/online if you need help

Describe Scribe system

	Sep 9
	Theory & Tools

What is Professional Writing? Audience & Collaboration – the slideshow (also available on WebCT)
buddies & start scribe system

	Sep 11
	Biography Project 

HW due Sep 18 : conduct interviews; write 1,000 word draft/electronic copy 

Biography 3-person team formation

Begin interviews

	Sep 16
	Theory & Tools

bring laptops

Track Changes & Reviewing Read online – What is Word Track Changes? Read for HW ALL of  http://shaunakelly.com/word/trackchanges/HowTrackChangesWorks.html
and Track Changes (online)

	Sep 18
	Biography Project – The Editorial Process

Read for HW – Professional Writing Theory (online)

drafts due online — no paper, please —electronic copy of 1,000 words to class posted on Web CT

bring laptops

Tools and Attitudes – Trust, Authority, and Hormones 
Theory: “touch once and pass”
Assign edits
HW: Due Sep 23  upload edited bios to Web CT.

	Sep 23
	Final copy of Bios due online. 
Resumes 

Theory — the 28-second pitch
laptops 

	Sep 25
	bring laptops

It Ain’t Just a Typewriter

layout tools- wizards and online

	Sep 30
	Class canceled for religious observance/Career Center? (TBA)

	TH, Oct 2
	Tom Field — Guest Speaker: see WebCT/Blackboard for details!

	Oct 7
	Resume draft and collaboration

	Oct 9
	Resumes due –hardcopy  to pwg

show and tell

	Oct 14
	Feature Writing

kinds of features and how to find expertise:

Quotes and form – the writer as conduit

profiles

how-to

in-depth review

multisource

opinion (not to be done for the assignment)

	Oct 16
	pitch conferences 4 students/group  — location TBA

	Oct 21
	pitch conferences 4 students/group  — location TBA

	Oct 23
	The Great Magazine Field Trip – class meets at Barnes & Noble

	Oct 30
	The Great Magazine Lecture – PowerPoint 


	Tuesday November 4
	How to write a feature article : form & process, sources and quotes
Readings online TBA

	Nov 6
	reporting/writing

	Nov 11
	Veteran’s Day – no classes

	Nov 13
	hardcopy 1200 word magazine feature draft due – collaborative editing

	Nov 18
	hardcopy 1200 word magazine feature FINAL due 

	Nov 20
	PowerPoint – theory and practice

levels of generalization
pitches in class and online for approval

	Nov 25
	PowerPoint tips & Tricks

	Nov 27
	Thanksgiving – no classes

	Tuesday, December 2
	Five 10 minute PowerPoint Presentations

	Dec 4
	Five 10 minute PowerPoint Presentations

	Dec 9
	Five 10 minute PowerPoint Presentations

	Dec 11
	Last Class


Office Hours


Mondays: 10:00 – 11:00, 1:30 – 2:30


T & Th:  1:30 – 3:00


and by appointment – always best











Perry Glasser 
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