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0902C April 2009

TERM COURSE SYLLABUS

Course Number and Section:
CM 102

Course Title: 
Composition I 

Credit Hours: 
5

Prerequisites: 
Any Academic Strategies course (CS111-CS119) or any 

Eight Skills of the Effective Student course (CJ100 or PA100)

Instructor Name and Credentials:
Cecelia Munzenmaier, M. Ed.
Instructor Contact Information:
(515) 727-6899, x6921; cmunzenmaier@kaplan.edu
NOTE:  You are expected to attend every scheduled class session and exam. If you experience a conflict or illness, you are expected to contact your instructor prior to the absence. If your first absence is not documented, you will receive an e-mail, postcard or call from your instructor. If you miss two or more class sessions, you will be contacted by a Kaplan University administrator or academic advisor. Please bring any unavoidable conflicts or absences to the attention of your instructors and advisors immediately, so we can assist you in your academic success.

Course Day and Time:
PM Thursday 12:30–4.30 p.m.

Course Description: 

This course develops students’ writing skills by focusing on research, prewriting, drafting, revising, and editing. Emphasis will be placed on developing the elements of form and style in writing.

Course Learning Outcomes:

Upon successfully completing this course, students will be able to:

   1. Compose original documents in Standard American English for different writing situations

   2. Demonstrate all aspects of the writing process: planning, research, development, organization, and revision

   3. Use the conventions of academic and professional writing

   4. Apply course knowledge and skills to your chosen professional field

Instructional Materials: 

Text: The Practical Writer, 8th edition

Software:  Microsoft Word is required for all Kaplan Courses

Other Materials:

· Adobe Reader: available as a free download at http://www.adobe.com/products/acrobat/readstep2.html 

· PowerPoint Viewer: available as a free download at http://www.microsoft.com/downloads/details.aspx?FamilyID=7C404E8E-5513-46C4-AA4F-058A84A37DF1&displaylang=EN
Course Assignments:

Note: Assignments will be available online at http://word-crafter.net/CompI/assignmentsCompI.html

	Unit & Topic
	Assignment Description
	Assignment Due Date

	1: 
Introduction to Informative Writing
	• The Writing Process

http://word-crafter.net/CompIpn/overviewCompIpn.ppt
• In class activities:

http://word-crafter.net/CompIpn/assignmentsCompIpn.html

Homework: Read pages 3-38 in The Practical Writer. [Note: no matter what the book says, never use invented support in papers for this class.]

*Book companion site (you'll find chapter overviews, quizzes, and grammar help.)

* Find at least three topic ideas.
	Week 2
4/23/09

	2: 
Prewriting for a Thesis Sentence
	Reading from The KU Handbook for Writers:

“Writing a Thesis Statement,” pp. 41–44
	Week 3
4/30/09

	3:
The Thesis Key Points and the Body Paragraph



	Draft Unit 3 Project: Thesis Key Points  (50 pts)

http://word-crafter.net/CompI/Thesis.html
Reading from The KU Handbook for Writers: “APA Documentation and Formatting,” pp. 205–210
	Week 4
5/7/09

	4: 
Using Research to Paraphrase and Quote with APA Format
	Draft Unit 4 Project: Working References Page (75 pts)

http://word-crafter.net/CompI/WorkingReferences.html
Readings from The KU Handbook for Writers: “Prewriting  Techniques,” pp. 32–39; “Writing an Informative Essay,” pp. 102–110
	Week 5
5/14/09

	5: 
Learning to Outline for Essay Paragraphs
	Draft Unit 5 Project: Outline (100 pts) 

http://word-crafter.net/CompI/Outlining.html
Readings from The KU Handbook for Writers: “Writing a Formal Outline,” pp. 98–99; “How to Write a Strong Paragraph,” pp.44 –51; and “Introduction and Conclusions, pp. 52–58 
	Week 6
5/21/09



	6: 
Drafting, Peer Review, and Introductions and Conclusions
	Draft Unit 7 Project (5-par. essay) (75 pts)

http://word-crafter.net/CompI/Revising.html 

Reading from The KU Handbook for Writers: ”Editing and Revising,” pp. 66–69 
	Week 7
5/28/09

	7: 
The Second Draft
	Peer edit Unit 7 Project (75 pts.; 25 pts. for edit)

Draft Final Project (220 pts)

Revisions for the final persuasive paper

Reading from The KU Handbook for Writers: “The Paramedic Method of Revision,” pp. 70–72, and ”Proofreading the Final Paper,” pp. 72–75
	Week 8
6/4/09




	8: 
Proofreading and Editing the Informative Essay Draft
	Peer edit Final Project: Informative Essay (220 pts.);
Email final version to cmunzenmaier@kaplan.edu by 3/22 at 8:00 pm

Prepare for Informal presentations (50 pts)

Final letter (10 pts)
	Sunday by 8:00 p.m.
6/7/09

	9:
Proofreading and the Final Project
	Informal presentations (50 pts)

Final letter (10 pts)
	Week 9
6/11/09


	10:
Final Exam
June 18, 12 :30-2:15pm
	Informal presentations (50 pts)

Final letter (10 pts)
	


Course Content and Instructional Methods:

This course is comprised of lectures and/or Instructor-led discussions, group activities, and writing assignments. Students are encouraged to contribute their knowledge and experiences to discussions. Reinforcement of learning is accomplished through: course and chapter objectives, readings, discussions, projects, and classroom assignments.

Kaplan University Grading Scale:

The grading system listed below is used for all undergraduate courses. Letter grades are used for transcripts only. Students should be aware that grades are based in part on participation in class. 

	LETTER CODE 
	DESCRIPTION
	SCALE
	POINTS

	A 
	Outstanding
	93-100%
	4.0 

	A-
	Excellent
	90-92.99%
	3.7 

	B+ 
	Very Good
	87-89.99%
	3.3 

	B 
	Good 
	83-86.99%
	3.0 

	B-
	Good
	80-82.99%
	2.7 

	C+ 
	Above Average 
	77-79.99%
	2.3 

	C 
	Average 
	73-76.99%
	2.0 

	C-
	Fair
	70-72.99%
	1.7 

	D+ 
	Below Average 
	67-69.99%
	1.3 

	D 
	Poor 
	60-66.99%
	1.0 

	F 
	Failed
	 0-59.99%
	0

	AU
	Audit
	   0 – 0
	0

	CC
	Credit by Examination
	   0 – 0
	0

	EC
	Experiential Credit
	   0 – 0
	0

	I 
	Incomplete 
	   0 – 0
	0

	P 
	Pass 
	   60–100
	0

	TC
	Transfer Credit
	   0 – 0
	0

	W 
	Withdrawal 
	   0 – 0
	0


Course-Specific Grading and Assessment:

	Gradebook

	Unit #
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	Total

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Participation
	 10
	10
	10
	10
	10
	10
	10
	10
	10
	10
	100

	 Projects
	 10
	 
	50
	 100
	 
	 150
	
	 
	 250
	 
	 560

	Activities
	 30
	 10
	10 
	 70
	25 
	 
	
	 30
	
	
	175

	Peer Review 
	 
	 
	 
	 
	 
	 
	50
	
	 25
	 
	 75

	Presentation
	
	
	
	
	
	
	
	
	
	50
	50

	 Final exam/handout
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 40
	40           

	Total
	50
	20
	70
	180
	35
	160
	60
	40
	285
	100
	1000


Key assignments:

Unit One
Topic Exploration Paragraph (30 pts)

Unit Three
Thesis Key Points (50 pts)

Unit Four
Working Reference List (75 pts)

Unit Five
Outline (100 pts)

Unit Seven
Draft (75 pts)

Unit Nine
Final informative essay (220 pts)

Unit Ten
Informal presentation ( 50 pts)

Instructor Expectations:

Participation and Professionalism are part of each student’s grade.  As an educational institution designed to help students acquire and maintain viable employment, we strive to teach professionalism to our students.  To be professional, a sense of responsibility and accountability must be displayed.  Each student is expected to:

· Arrive on time to each class session.

· Be prepared for each class session.

· Complete all assigned work on time.

· Participate in each class session.

· Show respect for diversity of people, opinions and cultures.

· Dress appropriately for an academic setting.

· Turn off cell phones, pagers and other distracting devices during class.

· Not engage in disruptive behavior in the classroom including arguments, quarreling, or fighting.

· Treat all persons at Kaplan University, whether fellow students, administrative staff or faculty, with the same respect and understanding they would like to receive.  

· Not display behavior, speech, or body language that would make anyone feel threatened.

· Refrain from using profane, offensive or inflammatory language.

Back up all of your work. You can save work to your student folder, to removable media (such as a thumb drive, or email papers to yourself. 
University Policies:

Attendance/Tardiness

Kaplan University follows the guidelines of the attendance/tardiness policy as stated in The University catalog.

Late Work Policy

Students are expected to submit all outside-of-class assignments and projects on the due date as listed in the course syllabus. The University acknowledges that at times extenuating circumstances occur, so late work or alternative assignments will be accepted up to one week after the original due date. One letter grade will be deducted for any late assignment. The instructor may require an alternative version of the assignment be submitted. 

Make up Work Policy

Students are expected to attend every class session, to participate in class discussions, and to complete class activities on the date scheduled.  No in-class activities, labs, quizzes, or assignments can be made up. During the term, one test/exam can be made up if the instructor is contacted before class. An alternate version of the exam may be given. The scheduling of the make up exam is at the discretion of the instructor. 

Plagiarism Policy (from the Kaplan University catalog - Year 2007-2008)

Kaplan University considers academic honesty to be one of its highest values. Students are expected to be the sole authors of their work. Use of another person’s work or ideas must be accompanied by specific citations and references. Though not a comprehensive or exhaustive list, the following are some examples of dishonesty or unethical and unprofessional behavior:

· Plagiarism: Using another person’s words, ideas, or results without giving proper credit to that person; giving the impression that it is the student’s own work.

· Any form of cheating on examinations.

· Altering academic or clinical records.

· Falsifying information for any assignments.

· Submitting an assignment(s) that was partially or wholly completed by another student.

· Copying work or written text from a student, the Internet, or any document without giving due credit to the source of the information.

· Submitting an assignment(s) for more than one class without enhancing and refining the assignment, and without first receiving professor permission. In cases where previous assignments are allowed to be submitted for another class, it is the responsibility of the student to enhance the assignment with additional research and to also submit the original assignment for comparison purposes.

· Assisting another student with reasonable knowledge that the other student intends to commit any act of academic dishonesty. This offense would include, but not be limited to, providing an assignment to another student to submit as his or her own work or allowing another student to copy answers to any test, examination, or assignment.

In essence, plagiarism is the theft of someone else’s ideas and work. Whether a student copies verbatim or simply rephrases the ideas of another without properly acknowledging the source, it is still plagiarism. In the preparation of work submitted to meet course requirements, whether a draft or a final version of a paper or project, students must take great care to distinguish their own ideas and language from information derived from other sources. Sources include published primary and secondary materials, electronic media, and information and opinions gathered directly from other people.

A discussion thread, computer program, marketing plan, PowerPoint presentation, and other similar work produced to satisfy a course requirement are, like a paper, expected to be the original work of the student submitting it. Copying documentation from another student or from any other source without proper citation is a form of academic dishonesty, as is producing work substantially from the work of another. Students must assume that collaboration in the completion of written assignments is prohibited unless explicitly permitted by the professor. Students must acknowledge any collaboration and its extent in all submitted coursework. Students are subject to disciplinary action if they submit as their own work a paper purchased from a term paper company or downloaded from the Internet.

Kaplan University subscribes to a third-party plagiarism detection service, and reserves the right to check all student work to verify that it meets the guidelines of this policy.

Academic dishonesty is a serious offense and may result in the following sanctions:


1st offense: Failure of the assignment in which the action occurred.


2nd offense: Failure of the class in which the action occurred.

3rd offense: Expulsion or permanent dismissal from the University.

Procedures for processing plagiarism offenses are as follows:

Charges of academic dishonesty brought against a student shall be made in writing by the instructor to the Campus Academic Dean’s Office. When an offense has been committed, the Dean sends the student a copy of the plagiarism policy and a letter of the action taken, and informs the Director of Student Services and the course instructor of any plagiarism charges. The Campus Academic Dean’s Office maintains a database of plagiarism offenses and a file of all plagiarism charges.

Library and Other Resources:

APA Resources:

•
Publication Manual of the American Psychological Association, 5th edition

•
http://www.apastyle.org

•
course support site: http://word-crafter.net/CompI (case-sensitive)

•
documentation help: http://www.dianahacker.com/resdoc/p04_c09_s1.html http://www.bedfordstmartins.com/online/cite6.html

•
model APA paper:  http://word-crafter.net/APA/APAModelPaper07.pub

Grammar Resources:

· Grammar Diagnostic: word-crafter.net/CompII/grammar.html

· Grammar review activities: word-crafter.net/CompII/review.html

· Grammar Bytes: www.chompchomp.com

· Sentence Sense Tutorial: www.ccc.commnet.edu/sensen/

· Professional Writing Style:  www.designsensory.com/pws/index.html

Research Resources:

•
EBSCO: search.ebscohost.com (Call 515-727-6840 for ID and password)

•
Google: www.google.com  and scholar.google.com

•
Find Articles: www.findarticles.com
•
Ixquick metasearch: www.ixquick.com

•
Kartoo! visual metasearch: www.kartoo.com

•
whonu.com: http://whonu.com (lets you see results in timeline view)

•
Vivisimo: www.vivisimo.com

Academic Assistance 

Kaplan University provides help to students who need academic assistance. The Academic Success Center staff can provide students with tutoring in a variety of subject areas, as well as additional electronic resources that may be helpful. The Academic Success Center is the place to go for students that need some support with onsite or online courses. Students can walk in, make an appointment, or instructors can make a formal referral to the Academic Success Center if they feel that a student needs additional assistance with a course. The Academic Success Center Director will follow up with students when such a referral is made. 

Course Outline:

See accompanying Course Outline.

Date syllabus last updated 3/12/09


