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ASSIGNMENTS AND POINTS: OVERVIEW         
	WORK
	POINTS POSSIBLE/
YOUR SCORE
	ASSIGNMENT NOTES
	

	Final Draft, Project One (P1) 
[image: image1.wmf]
	250 points / 
________
	
	

	Final Draft with  Completed Collage,          Project Two (P2)
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	275 points / 

________
	
	

	Final Draft, Project Three

(P3)
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	250 points / 

________
	
	

	Project One File 

(P1)
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	50 points / 

________
 
	
	

	Project Two File 

(P2)
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	50 points / 

________

	
	

	Project Three File 

(P3)
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	50 points/ 

________

	
	

	Supplemental Learning
Activities (Refer to part three of the syllabus.)
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	(25 X3 = 75 points) / 

________

	
	


	Final Point Total
	Course Grade

	  990 – 1000
	A+ 

	              920 – 989
	A (Excellent)

	900 – 919
	A- 

	890 – 899
	B+ 

	820 – 889
	B (Above Average)

	800 – 819
	B- 

	790 – 799
	C+ 

	720 – 789
	C (Average)

	700 - 719 
	Low C

	680 – 699
	D+ 

	620 – 679
	D (Below Average)

	600 – 619
	D- 

	0 – 599
	F (Poor)


Project Files (One, Two, and Three): Grading
Project Files contain materials, designed for skill practice and essay development.  These materials do not have to be typed.  File materials are graded for full and timely completion, not for reaching certain levels of skills or reaching specific standards.  Still, these materials help students to obtain required skills and reach appropriate standards.  Effective completion of these materials helps students to develop strong essays and add skills and strategies to their academic toolboxes.  

Each Project File includes all supporting materials for a specific essay: writing process materials (including idea generation materials, outlines, and rough draft copies), reading responses, individual materials for in-class activities, and evidence of group activity participation.  Only materials, submitted in class by the original checklist deadlines and resubmitted with the appropriate files, are reviewed.  
Final Essay Drafts (One, Two, and Three): Grading 
Final essay drafts are graded in accordance with the English department grading standards.  Final drafts must be typed and formatted according to Modern Language Association (MLA) standards; directions are provided in class.  Also, review notes from class sessions and essay assignment sheets for information about the grading of final drafts.  Class assignments, mini lectures, and (individual as well as group) activities are designed to help students effectively develop final essay drafts.                                                                      
Chaffey College English Department Grading Standards 
An A paper is excellent in nearly all respects. It shows originality of thought that goes well beyond material presented in class. It is well argued and well organized with a clear, specific, and ambitious thesis. It is well developed with content that is specific, interesting, appropriate, and convincing.  It has logical and artful transitions and is marked by stylistic finesse and varied sentence structures. It demonstrates command of mature diction and has few, if any, mechanical, grammatical, spelling, or diction errors.

A B paper is excellent in several respects but may have a less sophisticated thesis, a less distinguished style, some minor lapses in organization and development, some ineffective sentence structures, and some minor mechanical, grammatical, spelling, or diction problems.

A C paper is generally competent, but compared to a B paper, it may have a weaker thesis and less effective style and development. It may contain some lapses in organization, poor or awkward transitions, less varied sentence structures that tend toward choppiness or monotony, significant problems with mechanics, grammar, spelling, and diction.

A D paper is below average and may present a thesis that is too vague or too obvious to be developed effectively. It generally exhibits problems with organization, support, transitions, sentence structures, mechanics, grammar, spelling, and diction that impede understanding.
An F paper is far below average and may have no clear thesis or central topic. It may display a lack of organization, support, and development. It may contain major and repeated problems with mechanics, grammar, spelling, and diction and may fail to fulfill the assignment or may be unacceptably brief.
Disclaimer: Course Content

Given that this is a college course, content may sometimes be mature in nature.                                                                                          
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Frequently Asked Questions 
Why Take This Course?  (What are the course objectives?)                                                                                           Enhance your academic, professional, and personal communication skills.                                
( Consider increasingly sophisticated contexts (i.e. purpose, audience, tone, 
role, and genre) for writing.  Make informed choices with consideration of these contexts.
( Practice, select, and use various idea generation strategies, based on particular writing tasks.  

( Develop increasingly sophisticated thesis statements, topic sentences, and other structural elements, used to create effective academic essays.
( Identify, practice, select, and use various rhetorical strategies for communicating your written ideas effectively.  Consider ways in which these strategies may be used together as well as reasons for choosing specific strategies for desired effects.  Consider ways in which these strategies may influence writers’ choices and messages.
( Practice analysis and argument, informed by the evaluation and use of outside sources.  Learn methods for researching, evaluating, and incorporating sources in writing. 
( Focus on choice and detail, selecting specific words for particular moments and meanings.  Focus on choice and detail when considering and developing sentence variety in compositions.
( Demonstrate professionalism when communicating about writing with others.  Practice useful vocabulary and specific strategies, helpful for providing feedback to others in the worlds of college and career.  
( Analyze writing for specific higher order and lower order concerns; adopt strategies for addressing these types of concerns.   

· Develop active reading, critical thinking, and other skills, valuable for achieving academic and career success.  

· Consider connections between writing for classes and writing for work. Develop skills which you should find very helpful at school, at work, and at home.  
What Are the Professor’s Major Course Roles? 
1. Coach  [image: image9.wmf]      2. Gatekeeper[image: image10.wmf]           
Each class session is three hours and forty five minutes.  Do we receive a break?

Yes.  Previously approved by the Dean’s office, breaks will be announced during class sessions; breaks are scheduled at times, designed to promote course success.
Are Late Final Essay Drafts Accepted?   [image: image11.wmf]
You may turn in one of the first two major projects (final draft only) up to two class sessions after the official assignment due date without point penalties.  Otherwise, final essay drafts are penalized ten points per late class session.  Work will not be accepted after the final day of the course.  Final drafts are only accepted if they are typed.
Is Other Late Work Accepted? [image: image12.wmf]                                                                                
No other late work earns points.  In order for work to be on time, it must be submitted by the time class begins on the day it is originally due.  (Due dates are listed on part two of the syllabus, the schedule.)  If you complete your homework on a computer, the work must be printed and available at the beginning of the class session.  
All supplemental learning (Success Center) activities are stamped and initialed by the tutors to indicate full and timely completion.  
In-class activities cannot be duplicated; late completion of these activities is not possible.  
What if students miss class time?                                                                                        Missing a day of this accelerated class is the equivalent of missing over a week in a full-term class.  Given the interactive nature of the class, instruction cannot be effectively duplicated when you miss class time.   

Missed in-class activities cannot be made up, and late homework assignments are not accepted.  Therefore, you lose opportunities to earn points when you miss class time.  Each Project File is reviewed for full completion of homework assignments and evidence of participation during in-class activities; total point scores for Project files are determined accordingly.  

You are urged to attend and participate regularly.  As a college student, you remain responsible for information, missed if you do not attend class.  In case you have an emergency and must miss class, you may wish to exchange e-mail addresses with selected students.  
Work, listed on the checklist, is often completed at home individually and then used and reviewed in group activities.  Therefore, project file materials are only accepted in class, not by e-mail.  
Will you drop me from the course?                                                                      If you decide to drop the course, you are responsible for dropping by the appropriate Chaffey College deadline.  
Are extra credit points available this semester?                                                 Each student may earn a total of up to twenty extra credit points during the semester.  Various, approved options are available.  Students are strongly urged to complete extra credit activities throughout the semester; each activity requires a significant time commitment.  
How may students receive assistance at Chaffey College? [image: image13.wmf]                                                                                                                Chaffey College features a number of invaluable resources for students; as a Chaffey College professor, I am happy to help you locate appropriate campus resources for your needs and interests.  To get started, please consider:                                                                                                                    
Early Alert                                                                                                                                        In order to assist students when they need support, Chaffey College’s Early Alert System may be used to notify students when course success appears to be in jeopardy.  This system is designed to provide students with individualized attention while there is still time for successful completion of courses.  The Early Alert Office may send you a letter or email followed up with a telephone call to discuss your classroom performance and the on-campus resources available to you, so please use My ChaffeyVIEW to keep your contact information up-to-date.
Student Success Centers                                                                                                                      Chaffey College has created Student Success Centers, which offer free tutorials, workshops, study groups, directed learning activities, and computer/resource access to assist students in their academic development and success.                                                                            

The Chino Center offers two centers to address all subject areas:

Chino Success Center



              CHMB-145
(909) 652-8150

Chino Reading/Writing Center


CHMB-240
(909) 652-8160

                                                                                                                                                                   The Rancho Success Centers are designed to address specific subject needs as well as more general multidisciplinary needs:
Math Success Center




PS-12

(909) 652-6452

Language Success Center



BEB-101
(909) 652-6907

Writing Success Center



Library

(909) 652-6820

Multi-disciplinary/Reading Success Center
              BEB-101
(909) 652-6932

The Fontana Success Center supports all academic support needs:

Fontana Success Center



FNFC-107
(909) 652-7408

Call the centers or consult the college website at www.chaffey.edu/success/ for more information.

Disability Programs and Services                                                                                           If you have a disability, documented by a physician or other appropriate professionals and wish to discuss academic accommodations, please contact the DPS office at (909) 652-6379. Please be sure to allow adequate time to arrange for an appropriate accommodation.  
EOPS and CARE

Extended Opportunity Programs and Services (EOPS) is designed to ensure student retention and success through academic support and financial assistance for eligible students.  Cooperative Agencies Resources for Education (CARE) is a program that serves a limited number of EOPS students who are single heads of household parents.  It provides additional support services beyond those available through EOPS. The ultimate goal is completion of a certificate program, an associate degree, and/or transfer to a four-year college.  Call (909) 652-6345 for more information.
Student Health Services



                                                                      Student Health Services (SHS) is dedicated to assisting students to achieve and maintain optimum physical, mental and emotional health.  SHS is committed to providing quality healthcare at a reasonable cost. All currently enrolled full and part time Chaffey College students on the Rancho Cucamonga Campus or any off Rancho campus site may utilize the services of the Student Health Office. Please have your Chaffey ID ready.
Health Services at the Chino Campus
CHMB-105

(909) 652-8190              Health Services at the Rancho Campus
AD 180 and 170
(909) 652-6331
Global Career Center                                                                                     The Global Career Center offers career counseling, career assessments, résumé assistance, interviewing skills preparation, job referrals, student employment, and career related workshops.  The GCC is located on the Rancho Cucamonga Campus in MACC 203 and can be reached at (909) 652-6511. 
Veterans and Eligible Family Members                                                           Chaffey College’s Veterans Resource Center (VRC) is dedicated to assisting veterans and eligible family members in achieving their educational goals efficiently and without impediments. If you are a veteran or eligible family member, please contact the Veterans Resource Center at (909) 652-6235 or vrc.staff@chaffey.edu for information regarding educational benefits and opportunities. The Veterans Resource Center (VRC) is located in building AD-125 on Chaffey College’s Rancho Cucamonga campus.
How may I become more involved (outside of class) at Chaffey? [image: image14.wmf]Chaffey College offers a variety of opportunities for campus involvement, including student clubs (Student Activities Office: (909) 652-6590), visual and performing arts programs (School of Visual and Performing Arts: (909) 909/652-6066), and athletics events (Athletics Department: (909) 652-6290).

One Book, One College                                                                                                       The One Book, One College Committee strives to create a community of readers across the curriculum at Chaffey College and within the communities it serves. Each year, the committee selects a college book and creates a diverse series of related events. Students are encouraged to participate in these activities to enrich their educational experience at Chaffey.  
For additional information about on-campus opportunities, including the College Book program, explore Chaffey College’s website at www.chaffey.edu.   
How does the college ensure a professional learning environment?

Chaffey College Code                                                                                             Chaffey College features a student behavior code, included in the newest edition of the Chaffey College student handbook.  Students are expected to follow this code, and as the course professor, Professor Utsler will enforce the code.  You are responsible for reading published information about the code, available in the newest edition of the student handbook.  Please consult with Professor Utsler and/or other appropriate college personnel if you have related concerns while a student at Chaffey College.
Academic Integrity                                                                                                    Professor Utsler adheres to the English department’s official policy:                 “Violations of the Student Academic Integrity Code, including plagiarism, will not be tolerated in Chaffey College English courses. Plagiarism is defined as the misrepresentation of the published ideas or words of another as one’s own. At the discretion of the professor, plagiarism or other violations may result in zero points for the assignment and/or failing the course. Additionally, the professor may file a Student Academic Integrity Form documenting the violation and may seek other sanctions. The complete Student Academic Integrity Code appears in the Chaffey College Student Handbook.”
How does the college ensure a high-quality educational environment? 
Faculty Success Center                                                                                                     Chaffey College features a number of success centers, designed to promote continued growth of students and faculty.  Chaffey professors have opportunities to continue adding instructional strategies to their professional toolboxes by participating in activities through the Faculty Success Center.                                                                                                    
Institutional Research                                                                                              The following information appears on the website for the Office of Institutional Research:  “The Chaffey College Office of Institutional Research provides useful and ‘user-friendly’ data, reports and presentations to Chaffey College administration, staff, faculty and students.  The office provides data and information relevant to: short and long range planning and decision making, institutional effectiveness and accountability, student learning outcomes and student success, program and services review, and federal and state-mandated reporting.”
College Core Competencies and Student Learning Outcomes     
Core Competencies: Chaffey College as an Institution                                                                                                                         1. communication                                                                                                                                                 2. critical thinking and information competency                                                                                          3. community/global awareness and responsibility                                                                                4. personal, academic, and career development
Student Learning Outcomes: All English Department Classes                                                                                                        1. Understand the relationship between purpose and audience for a given subject.                                         2. Apply the elements of the writing process (inventing, drafting, revising, editing,   proofreading) to any given writing assignment both in the academic and professional spheres.                                                                                                                                                                 3. Respond critically to reading assignments.                                                                                               4. Develop ideas through reflection and synthesis.
Student Learning Outcomes: English 450                                                                                      1. Write essays to specific audiences in a variety of genres.                                                                               2. Support a clear and specific thesis statement with sufficient evidence.                                                               3. Demonstrate a basic ability to document and integrate sources. 


TENTATIVE CLASS SCHEDULE (SUBJECT TO CHANGE)

One day of accelerated English 450 instruction features the equivalent of over one week of full-term English 450 instruction.  

Plan accordingly when considering the time and effort required for successful completion of class activities and homework assignments.  

Please review other parts of this syllabus (attached) for additional details.

	DAY ONE (1/23)

Introduction to English 450

Writing Sample  
Welcome!  
[image: image18.wmf]

	DAY TWO (1/25)

Audience, Purpose, Genre, Tone

Reading Response Strategies

Idea Generation Strategies

CHECKLIST: WORK DUE TODAY

( Complete: Quick Assessment (P2) http://www.cacareerzone.org/quick#
( Read, Print, and Annotate Results: (P2)     a. Quick Assessment: Results                                                                                     b. CA Career Zone Fact Sheets: One Career                        (from results or search)
( Complete: Work Importance Profiler (P2) http://www.cacareerzone.org/wip/
( Read, Print, and Annotate Results: (P2)                     a. Work Importance Summary                                                             b. Work Importance Profiler: Results                      c. CA Career Zone Fact Sheets: One Career                        (from results or search) 

 ( Read, Print, and Annotate Results:  (P3)         Text: Current Event (as discussed in class)           

	DAY THREE (1/30)

Academic Essay Structure: Overview Focus on: Specific Essay Elements

CHECKLIST: WORK DUE TODAY

( Complete: Interest Profiler  (P2)                      http://www.cacareerzone.org/ip/
( Read, Print, and Annotate Results:  (P2)     a. Interest Profiler Summary                                                              b. Interest Profiler: Results                                   c. CA Career Zone Fact Sheets: One Career                        (from results or search)

( Read: Millienal Readings (online)

( Complete: (P1)  Dialectical responses, Millineal Readings                                                                         
( Read: Getting Started (pages 3-16)

( Complete: (P1)                                                                            Idea Generation Materials:                            Annotate Assignment Sheet, Freewrite on Topics (pg. 8), List on Topics (pg. 8), Answer Questions on Pattern of Development (9-10), map on broad topic for project one (11-12), answer purpose questions (pg. 14), answer audience questions (pg. 16)  

( Read:  Exemplification (pages 197-206)

( Read: Sample Exemplification Text

(Student Choice: pages 207-223)

( Extra Credit (3 points): (Dialectical RSVPs, 3 quotes:, Student Choice Exe Text) 
	DAY FOUR (2/1) 

Rhetorical Strategies Palette: Overview

Focus on: Selected Strategies

CHECKLIST: WORK DUE TODAY

( Complete:  (P2)                                                                              Get Started / Annotation / Student Activity http://www.cacareercafe.com/get-started/
( Read, Print, and Annotate Results:  (P3)                              Current Event Text (as discussed in class)
( Read: Getting Started (17-31)

( Complete:  (P1)      

Idea Generation Materials:                                                                                           Developing Your Topic (pgs. 17-23: freewrite, list, questions, map, letter: complete at least two activities, Project 1) 

Developing a Preliminary Thesis (pgs. 26-29)
Scratch Outline (pages 19 and 43)

( Read: Organizing and Drafting (35-68)

( Read: Definition (169-178, 193-195)

( Read: Sample Definition Text

(Student Choice: 179-190)

( Extra Credit (3 points): (Dialectical RSVPs, 3 quotes:, Student Choice Def Text)  

	DAY FIVE (2/6)

Revision & Editing Strategies / Providing and Receiving Draft Feedback / Details, Unity, Coherence, and Diction /Patterns of Error

CHECKLIST: WORK DUE TODAY

( Complete: (P1) Updated Outline, Project One (choose at least one: formal outline: 38-39, outline cards: 39, outline worksheet: 40-41, or outline tree: 42)

( Complete: Draft, Four Copies (P1)
( Read: Revising for Content and Organization (71-88)

( Read: Revising for Effective Expression (90-114)

( Print and Bring: Current Event text  (P3)          (as discussed in class)
	DAY SIX (2/8)

Final Draft Due, Project One

Choosing, Using, Analyzing: Sources

Developing Project Two:                                           

    (with returned focus on)                         

    Audience, Purpose, Genre, Tone 

    Reading Response Strategies           

    Idea Generation Strategies

CHECKLIST: WORK DUE TODAY

( Complete: Final Draft, Project One  (P1)

( Turn In: Project One File (P1)
( Print and Bring: Current Event text  (P3)          (as discussed in class)

	DAY SEVEN (2/13)

Developing Project Two: (continued)                                           

    Audience, Purpose, Genre, Tone 

    Reading Response Strategies           

    Choosing, Using, Analyzing: Sources

    Idea Generation Strategies

CHECKLIST: WORK DUE TODAY

( Complete: Get Experience/ Student Activity http://www.cacareercafe.com/get-experience/(P2)
( Bring for use in class: Collage Images (P2)                                                                                                                                                                 
( Complete:  Print, Read, Annotate information about career for collage                           http://www.bls.gov/oco/  (P2)   

( Complete: Interview (P2)                       (annotated notes from interview, questions list)

( Complete:  Print, Read, Annotate (P2)                       information about career /chaffey connections: http://www.chaffey.edu/
( Print and Bring: Current Event text (P3)          (as discussed in class)

( Complete: (P2)

Idea Generation Materials:                            
Annotate Assignment Sheet, Freewrite on Topics (pg. 8), List on Topics (pg. 8), Answer Questions on Pattern of Development (9-10), map on broad topic for project one (11-12), answer purpose questions (pg. 14), answer audience questions (pg. 16)  
	DAY EIGHT (2/15)

Project Two / Returned Focus on: Essay Structure and Rhetorical Strategies                      

CHECKLIST: WORK DUE TODAY

( Complete and bring:                             Collage (P2)                                               Annotated Bibliography (P2)     

( Complete:  (P2)    

Idea Generation Materials:                                                                                             Developing Your Topic (pgs. 17-23: freewrite, list, questions, map, letter: complete at least two activities, Project 2) 

( Complete: (P2)                                     Developing a Preliminary Thesis (pgs. 26-29)
( Complete: Scratch Outline  (P2)                       
(pages 19 and 43)

( Print and Bring: Current Event text (P3)         (as discussed in class) 

( Bring: Your Rhetorical Strategies Palette
 

	DAY NINE (2/22)

Project Two: Revision & Editing Strategies / Providing and Receiving Draft Feedback Returned focus on: Details, Unity, Coherence, and Diction / Patterns of Error / Sentence Variety 
CHECKLIST: WORK DUE TODAY

( Complete: Outline, Project Two (P2)
(choose at least one: formal outline: 38-39, outline cards: 39, outline worksheet: 40-41, tree: 42, or scratch outline, 19 & 43)

( Complete: Draft, Four Copies, Project 2 (P2)                       
( Print and Bring: Current Event text (P3)                                 (as discussed in class)
	DAY TEN  (2/27)

Final Draft Due, Project Two

Argumentation                                         Developing Project Three:                                           

    (returned focus on)                         

    Audience, Purpose, Genre, Tone 

    Idea Generation Strategies

CHECKLIST: WORK DUE TODAY

( Complete:  Final Draft, Project Two (P2)

( Finish/Bring: Project Two File (P2)   
( Print and Bring: Current Event text (P3)                                (as discussed in class)
                                               

	DAY ELEVEN  (2/29)

Project Three / Returned Focus on: 

Choosing, Using, Analyzing: Sources

Reading Response Strategies           

Essay Structure and Rhetorical Strategies   
CHECKLIST: WORK DUE TODAY

( Read: Thinking Critically (297-304, 307, 316-320, 326-333)

( Complete: Review Cards (335, 336 top only, 337 bottom only, 338, 339) (P3)
( Read: “How Do I Find Good Sources—and Why Do I Need Them?” (271-275)

( Read, Print, and Annotate Results:         Text: Current Event (as discussed) (P3)
( Bring:  Previously Printed / Annotated Current Event Texts 

( Read: Argumentation (116-138, 165-167)

( Read: Sample Text

(Student Choice: 139-157)

( Extra Credit (3 points): (Dialectical RSVPs, 3 quotes:, Student Choice Arg Text)

	DAY TWELVE (3/5)

Project Three / Returned Focus on: 

Choosing, Using, Analyzing: Sources

Reading Response Strategies           

Essay Structure and Rhetorical Strategies   
CHECKLIST: WORK DUE TODAY

( Read: “What Do I Do with the Sources I Find?” (276-288)

( Read: “What Does an Essay with Sources Look Like?” (289-293)

( Complete: (P3)                                          Annotate Assignment Sheet, Freewrite on Topics (pg. 8), List on Topics (pg. 8), Answer Questions on Pattern of Development (9-10), map on broad topic for project one (11-12), answer purpose questions (pg. 14), answer audience questions (pg. 16)  

( Complete:  (P3)                                                                     Developing Your Topic (pgs. 17-23: freewrite, list, questions, map, letter: complete at least two activities, Project 3) 

( Complete: (P3)                                     Developing a Preliminary Thesis (pgs. 26-29)
( Complete: Scratch Outline (P3)                       
(pages 19 and 43)

( Complete: Exploratory Draft (P3)

( Read, Print, and Annotate Results:         Texts: Sources (as discussed) (P3)
( Complete: Annotated Bibliography (P3)

	DAY THIRTEEN (3/7)

Project Three: Revision & Editing Strategies / Providing and Receiving Draft Feedback Returned focus on: Details, Unity, Coherence, and Diction / Patterns of Error / Sentence Variety 
CHECKLIST: WORK DUE TODAY

 ( Complete: Outline, Project Three (P3)
(choose at least one: formal outline: 38-39, outline cards: 39, outline worksheet: 40-41, tree: 42)

( Complete: Draft, Four Copies, Project 3 (P3)
	DAY FOURTEEN (3/12)

Short Deadline Writing:                       Strategies / In-Class Essay 
CHECKLIST: WORK DUE TODAY

( Complete:  Final Draft, Project Three (P3)
( Finish/Bring: Project Three File (P3) 



�������


Course Description: Careful study and practice of expository writing techniques and the frequent writing of integrated paragraphs and essays, with the ultimate goal of writing an essay using sources.  Prepares the student for English 1A.  Three arranged hours of supplemental learning in a Success Center that supports this course are required.          Note: Students who have successfully completed English as a Second Language 450 may not take English 450.                                                                                                      


Prerequisite: Eligibility for English 450 as determined by the Chaffey assessment process, or completion of English 550 or Business and Office Technologies 455.








�Course Materials	


                                                                                                                                      


Required: 	


English 450 Custom Textbook


(ISBN 13: 9781121213470)  


computer and online access


printed copies of online materials


 


Suggested: 


1. Random House Webster's Handy Grammar Usage & Punctuation 


2. index cards                                                    3. highlighters     			          4. dictionary / thesaurus                                      


	





(Second edition)








Professor: Melissa Utsler                                (909) 652-6948                              melissa.utsler@chaffey.edu   � 


Office Locations:                                          BEB 220 (Rancho Campus)                   To Be Announced (Chino Campus)                                                                                                                                                                                                                                         Office Hours:                                               MW 7:30 – 8:30 am                                  TTH 11:00 – 12:00 pm                                 & by appointment    





                                           


                                                     





� Checklist Materials


Due to the accelerated nature of the course, students immediately begin completing work for all major projects. 


This work is originally due when listed on the checklist as “work due today.”  (Please refer to “Day Two” for an example.)  Resubmit checklist work as directed in class (and as explained in the key below).  


Remember to keep everything, so you may refer to and resubmit work as needed.  Only work, originally turned in and resubmitted as required, earns credit.                                                        


Checklist Key (Please see “Day Two” for an example.)                                                         (P1) = turn in as listed / resubmit in Project One File  (P2)  =turn in as listed/resubmit in Project Two File                    (P3) =turn in as listed/resubmit in Project Three File                            
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