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ENG 118-3 DEVEIDPMENTALmGLISH - SECRETARIALCourse Outline Cont' d PAGE 2

PffiIOSOPHY lOOMS

This course. a:ins at preparing Secretarial students' for ENG120-3 by focusing on
the developnent of reading, vocabulary, spelling, writing, editing, proofreading,
and listening skills. '!be Course is a requirement for thoSe students whose
canprehension and/or general scores on the NelSon-Denny Reading Test are below
10.0 and for thoSe students whose perfonnrince on a Writing pre-test deIOOnstrates
weaknesses. in writing fundamentals. .

, ''mITBOOKS

1. ' 'Webster's 'New 'World 'Dictioriary (Collins):

2. .. 'P:tograrned::,'spellmg 'arid 'Vocabulary,'WordS 'm 'COritext (Feinstein}

, 'COURSE' 'CBJECl'IVES

Upon canpletion of ENGU8-3, students will be able to do the' following:

.1. Read and canprehendat a minimum1.0.0 grade level eqi.1i.valent as measured
by' tIle' NelSon-D3ni1yReading Test ~

, ' 'or Achieve an 80% aVerage canprehension score on guided reading material
- covering 'tIiree' sucCessive lev:els (J.ev~l Imin:imUm).'

2. Use a dictionary to locate word meanings and verify pronunciation and
~lling.

3. Use root analysis and context clue methods as aids to discovering word
'meanings.' ,

4. Employ a nun:f>erof spelling rules as aids to spelling accuracy .
5. Journal entries: Write brie.f~ clear, well-orgariized paragraph 'expositions.

6., 'Apply vocabulary and spelling skills in writing, proofreading and editing
situations. '

7. Produce accurate Copies' of di,ctated material.

INSTRUGrIOOAL 'MEl'H<.IDS

A variety of methods including classroan presentations, , small group work,
directed readings, reading lab and auto-instruction are used to respond to
student needs.

Howyour Tenn work 'will be evaluated

Letter' Grades

For each assignment, test or activity below, a letter 'grade (A, B, C or U)
will be assigned.

. . . cont ' d
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letter Grades Cont'd

"A" = Outstanding.
"13" = Above Average

"C" = Satisfactory or Acceptable

"U" = Unsatisfactory

letter grades for tenn assignments will be weighted in wits. Small assignments
will be worth one Unit. larger or more canplex assignments will be worth more
than one 'UIlit.

Following is a list of tenn assignments with relative weightings:

5

5

~

1

~

~

2

.ASSignmeIit~Test.6r.Activity

Vocabulary quizzes

Spelling quizzes

Vocabulary Journal

Spelling Glossary
Article File

Journal (Writing)

Reading iab File

Class Attendance & Participation

. "UIiits.No.

5 (1 each)

5 (~ each)

2

2

~

1

2

2

Grade Total 20

Hem Weighting Works

An assignment worth one wit will count as one "A" J "13", "C" or "U'.'.

An assignment worth two units will count as two "A's", "B's", "C's" or ''U's''.

Value of "A", "13" and "C" (in units)

A = 13':' 20 "A's" .
B = 13 - 20 "B'''s'' (or "BI's" and "A's" cad:>ined)
C= at least 13- 20 "C's" (or "C's", "B's", "A's" canbined)
U = fewer than 13 "A's" J "B's" or "C's" (singly or caIbined)

No grade will be given for the Nelson-D:mny or equivalent post-test. You have
lOOtyour Reading requirement for the course when you achieve 10.00 canprehension
on the Nelson-Denny post-test or the equivalent in Guided Reading material at
the "I" level. .

.. .cont'd
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SPECIFIC PEREORMANCECBJEcrIVES & CRITERIA F D.EVEI.DmENl'AL ENGLISH U8-3

1

TERMINAL PERroRMANCE.
CBJEcrIVES

READIID

Read and conp~hend
at a minimum10.0
grade level equi va-
lent.

2 VOCABULARY

Use a dictionary to
locate word meanings
and verify pronuncia-
tion.

3 Use a consistent
approach to voca-
bulary developrent.

..
4

.
SPELLIID

Use a variety of
nethods to st;rengthen
spelling skills.

5 JOORNAL WRITIN3

- paragraph exposi-
tions

ENABLIID CBJECl'IVES

Strengthen canprehension.~
skills by caIpleting a .
minimumof .two guided . .
reading exercises .per
week and other lab work
as assigned.

.,.

Build Skills in canpre-
hending written material

. through. identifying' .
vocabulary problem in a:
text and utilizing a .

dictionary to clarify
meanings. .

Learn how to apply know-
ledge of word roots and
utilize context clues to
discover word .meanings.

Learn how to use a nmber
.of phonetic, syllabic,
and similar strategies to
overcane spelling diffi~ :
cult.ies and build spell- :

. . . ,. .ing .skills. :.

Learn how to:
- pian and write para-
graphs to express ideas
on assigned' tOpics

. - do free writing- organize supporting
data to achieve purpose- connect data with
clear, acceptably
structured arid punctuated
sentences to form a

. .

TERMINAL PERFORMANCE
.CRITERIA . (Minimum) .

Able to achieve a minimum
canprehension score of
10.0 on the .Nelson-Lenny
Reading test. or a consis-
tent 80% canprehension
score on guided reading

. .material.at .Level.I. . . . . . .

Able to accurately para-
. phrase a passage containing:

difficult. words whose mean-:
ing cannot be discovered
through. word analysis.

Able, on quizz~, to use
roots and context clues to
discover word meanings.

. .

Able to dem:>nstrate, on
quizzes, mastery of the
strategies taught.

. . . . . . . . . . .

Able to write a brief
unified and coherent
expository paragraph.

'I

I IEARNIm & TESTIID RESOORCES

I

READIN3LAB'.- Guided Reading
Study GUides and FilIIstrips

. - SRA Rate & power builder
- Nelson-DennyReading Test
or equiValent test of TP.

. 'WEBSrERtS 'NEW 'WORID

'DIcrIOOARY - College Edition
- Articles from clipping
file. .- Test of TP.

.PROORAMED: . SPEILIID .AND VOCA-
BULARYWORDS .IN' CX)NrIDcr' -
Instruction and exercises

.""' Five quizzes .to .test TP.

TEACHER- Notes and exercises
- Co-op Spelling list
- Personal Spelling list- Five quizzes to test TP.

TEAmER- article file
- writing exercises
- journal graded at mid-tenn
and end of tenn

.., - in-class test

.

. . . cont' d I
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,

ID. TERMINAL PERR)mANCE ENABLINGCBJEGrIVE3.'. .' '1ERMINALPERFORMANCE . IEARNIm & TESTING RESOORCI:iS

CBJEcrIVES CIUTERIA 00. 1'. ..
. .

., . . . . . . '.. '.. .. .nlmUID . ... ...:. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

5 unified expository para- :
Cont'd . graIh by canpleting and

revising draft exercises.:. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

6 r EDITIOO ProOfreading - learn how : Able to identify and COlTect - personal writing

a) Proofread and
to. identify cqrrect the errorS listed under exercises
spelling. enabling objectives in own - exercises for editing

correct draft Editing - learn how to . writing.
copies of identify and correctwritten work vocabulary elTors. .
for spelling. . . . . . . . . . . . . . . . . '. . . . . . . . . . . . .

7 Produce accurate learn how to accurately Able, when tested, to do the - Dictation exercises
copies of dictated hear and translate operations listed under - 'lEST
material. spoken material and to enabling objectives.

produce written copies
that are correctly

\.. spelled and punctuated. . . . . . . . . . . .


