
 
  

SAULT COLLEGE OF APPLIED ARTS AND TECHNOLOGY 
 
 SAULT STE. MARIE, ONTARIO 
 

 
Sault College 

 
 
 
 
 

 
TITLE: 
 

Language and Communication Guidelines 

AUTHOR: 
 

Language and Communication Department 

DATE: 
 

August 2003 

APPROVED:  
___________________________

DEAN 

 
_________ 

DATE 
   

 
 
 
 
 
 

Copyright ©2003 The Sault College of Applied Arts & Technology 
Reproduction of this document by any means, in whole or in part, without prior 
written permission of Sault College of Applied Arts & Technology is prohibited. 

For additional information, please contact the Dean, 
School of Health and Human Services 

(705) 759-2554, Ext. 603/689 
 
 
 
 



Language and Communication Guidelines  Page 2 

 
 
To the Students: 
 
The following guidelines have been compiled to help students successfully complete 
courses offered by the Language and Communication Department. 
 
 
I.   ATTENDANCE 
 
Class Activities 
 
1. Attendance plays an important role in successful learning and skill development, so 

students are expected to attend all scheduled classroom hours and computer labs. 
 

2. Students are responsible for obtaining and completing work assigned during 
absences. 

 
3. Students should be aware that the expectations for their conduct in class are 

established by the professor.  Further detail is outlined in the “Statement of Student 
Rights and Responsibilities” in the Student Handbook. 
 

4. Professors will announce dates for tests and assignments that are listed on the 
course outline at least one week in advance.  However, professors reserve the right 
to give unannounced quizzes and in-class assignments; absent students will not be 
allowed to write these at a later date. 

 
Tests 
 
If a student is unable to write a test on the assigned date, the following procedure is 
recommended: 
 
1. The student will provide the professor with advance notice, preferably in writing (or 

voice mail), of his/her need to miss a test. 
 

2. In the event of an emergency on the day of the test, the student may require 
documentation to support the reason for the absence and must phone the 24-hour 
voice mail system (759-2554) to identify the absence.  Professors will supply their 
voice mail extension numbers. 
 

3. All decisions regarding rescheduling of tests will be at the discretion of the professor. 
 

4. The student is responsible for making arrangements, immediately upon return to the 
college, with his/her course professor for make-up of the missed test prior to the next 
scheduled class in that course. Failure to comply with these guidelines may result in 
a zero grade for a missed test.  
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II. ASSIGNMENTS 
 
1. Students have the responsibility to be aware of test and assignment due dates.  All 

assignments must be submitted on the due date at the beginning of the class period 
unless otherwise specified by the professor. 
 

 
2. Late submissions will not be accepted.  However, the professor may extend 

deadlines should students provide proof of illness or other hardship.  In such 
circumstances, the penalty is the loss of one letter grade (i.e. a “B” paper will be 
reduced to a “C”).  For compassionate reasons, the professor may waive the late 
penalty. 
 

 
3. To protect students, assignments must be delivered by the student/author to the 

professor. 
 

 
 
4. For their protection, students are responsible for retaining all drafts, computer files, 

and returned assignments until end-of-semester grade reports have been distributed. 
 

 
5. For courses involving oral presentations, students must adhere to dates set unless 

they have made prior arrangements with the professor.  Students who do not present 
on their presentation date will forfeit the mark for that assignment. 
 

 
 
III. TEXTBOOKS 
 
Students are responsible for purchasing the required texts and materials in the first week 
of the semester. 
 
 
IV. EVALUATION/GRADING SYSTEM 
 
Mid-Term 
 
See course outlines for mid-term grade information. 
 
Final Grade 
 
See course outlines for final grade information. 
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V. FORMAT OF ASSIGNMENTS/SUBMISSIONS 
 
 
1. All submissions are to be prepared according to the professor’s specifications.  The 

following is suggested: 
• word processing using plain fonts such as Arial or Times New Roman, etc. 

• a font size of 12 

• legible print 

• left justification only 

• upper case and lower case letters used appropriately 

• double spaced 

• only one side of the page used 

• information referenced according to APA or MLA style 

 
 
2. See attached Sample Title Page for Language and Communication title page format 

(page 5). 
 
 
3.  See attached Sample Title Page for APA title page format (page 6). 
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SAMPLE TITLE PAGE 
 
 

 
 
 
 

TITLE OF ASSIGNMENT 
 
 
 
 
 
 
 
 
 

Prepared for: 
 
 

Professor’s Name 
 
 
 
 
 
 
 

Prepared by: 
 
 

Student’s Full Name 
Program, Section Number 
Course Name & Number 

 
 
 

 
 

 
 

Due Date: 
 

Date Submitted: 
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SAMPLE TITLE PAGE – APA FORMAT 
 
General Guidelines 
 

• Information should appear centred in the upper half of the page 
• Type the words Running head and add a shortened version of the paper’s title 
• The Running head should be a maximum of 50 characters 
• The title of the paper appears in mixed case 

 
 
 

Unhealthy Lifestyles I   
 
 
Running Head:  The Effects of 
 
 
 
 
 
 

 
The Effects of an Unhealthy Lifestyle 

 
John Q. Student 

 
Sault College of Applied Arts & Technology 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

College Name 

Paper Header 
Include this on every page – 

continue page numbers 

Title of Paper 

Student Name 

Running Head 
Type these words 
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DIRECT CREDIT TRANSFER POLICIES – FALL, 2003 

 
1. Students who have a Bachelor’s degree with a major in English are eligible for 

credit in only CMM110 College Communication Skills, the first semester course 
for most programs.  Subsequent English courses in their programs are available for 
credit through the usual means, i.e. Challenge Tests or portfolios. 

 
2. The last day to apply for Advanced Standing for the Fall 2003 semester is Friday, 

September 27, 2003.  No credits will be granted after that date unless the students 
have signed up for an appointment previously. 

 
3. Students who have taken English courses more than ten years ago may or may 

not be granted credit.  Credits for courses older than ten years will be based on the 
students’ abilities to demonstrate their current skill levels. 

 
4. Students must choose between transferring a credit and writing the challenge test.  

Students cannot write the challenge test and then decide to transfer a credit. 
 
 

DIRECT CREDIT TRANSFER PROCESS – FALL 2003 
 
1. Get a course outline (not a calendar description) for the course you wish to 

transfer from your previous college or university. 
 
2. Make sure the Sault College Registrar’s Office has a copy of the transcript that 

indicates successful completion of the course you wish to transfer, i.e. C level (60%) 
or better. 

 
3. Sign up for an appointment with the Co-ordinator of Language and Communication 

when you have all the required documentation.  The sign-up list is on the wall beside 
office E2213. 

 
4. Attend the appointment; bring your documents with you (course outline and 

transcript, if you have your own copy.) 
 
 
 

Note:  Please attend all scheduled English classes until your 
exemption is granted. 
 
 
 

CMM110 EXEMPTION/ADVANCED STANDING 
 
For exemption/advanced standing for CMM110, you need one of the following: 
 
¾ An equivalent course from another post-secondary institution with a letter grade of 

“C” (60%) or higher 
¾ A university degree with a major in English 
 

June 5, 2003 
Sault College 
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