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PHILOSOPHY/GOALS

This course refines students’ reading, writing, listening and speaking
skills required by their various apprenticeship and certificate
programs. Business communication and employment search skills are
dealt with in detail. Periodicals and other work-related resources
are used to develop reading and summary writing skills.

COURSE OBJECTIVES

Upon completing the course, students will be able to

1. write clear, concise, accurate short reports, memos

2. complete an accident report and shop work orders

3. write correct, concise business letters

4. write clear, concise, accurate summaries of important ideas in
trade periodicals

5. prepare for employment interviews

6. prepare a proposal recommending a shop design/purchase of
equipment

7. orally present proposal.

8. understand and employ a variety of editing techniques using a
word processing program.

INSTRUCTIONAL METHODS

A variety of methods including classroom presentations, small group
discussions and directed readings will be used to respond to the

students’ needs. One-half of scheduled classes will be in a computer
lab.

ASSIGNMENT AND MARKING SCHEME

1. Work-related reports and documents 40%
2. Summaries 20%
3. Semi-formal proposal 15%
4. Oral presentation skills
a) Presentation of proposal 10%
b) Employment skills review 5%
5. Attendance 10%

Total 100%
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~ METHOD OF ASSESSMENT

Letter grades will be assigned in accordance with the Language and
Communication Department Guidelines.

The following letter grades will be assigned as final grades in
courses in the Language and Communication Department:

A+ Consistently outstanding (90% - 100%)
A Outstanding achievement (80% - 89%)
B Consistently above average achievement (70% - 79%)
€ Satisfactory or acceptable achievement

in all areas subject to assessment (60% - 69%)
R Repeat--The student has not achieved

the objectives of the course and the

course must be repeated. (Less than 60%)
CR Credit exemption
X A temporary grade, limited to situations

with extenuating circumstances, giving a
student additional time to complete course
requirements

NOTE: Students may be assigned an "R" grade early in the course for
unsatisfactory performance.

PLAGIARISM

Students should refer to the definition of "academic dishonesty” in
the "Statement of Student Rights and Responsibilities.”

Students who engage in "academic dishonesty” will receive an
automatic failure for that submission and/or such other penalty, up
to and including expulsion from the course, as may be decided by the
professor.

In order to protect students from inadvertent plagiarism, to protect
the copyright of the material referenced and to credit the author of
the material, it is the policy of the department to employ the APA
Documentation Format for referencing source material.

TIME

Two periods per week for one entire semester.



e

THENRBHERA maix:ﬂuliii
bns spsupnsd eds ditw sonsbronos ni bonpiass ed [iiw sebs, 3$33-1' a
L meniiebisd Inemizegel poilsoiummcd

o aahaxa isnil aa ﬁana&tag 1ﬂ 1liv esbsup 19tdel paliwcilnd 47
s 2neminsged nOZISOigmAeD bnas spsepnsd sdr ni Bozurod

(#0081 ~ #0%) priibnstedue yitneseiancd +4
(#0868 - #08) Inemevelrios ?ﬁlbﬂbjBJuW A
(F€T = #0T) Insmeveidos epsyeve svods ylinezelen 3

: Inasevaldos sidedgosos 3¢ yxotosial 352 3

(#08 - #03) Jnamascsas o7 roefdue seexs [lg ol
beveidos Joa ped Znebute afAT-- raach 5t

: a3 bas eriuos ed3 Yo ssvitoeide odz

{(#0% nad3 2zed) _ . Dbeisegex ed Jsum euiucd
noizgmexs 3ibhsid H2
motmﬁa 03 be¥imil obeip vIsIOgmEes A X

£ palvig ,8800LIBmMEO3L0 pridsunedxe diiw
s2xe00 adslgeey o1 smis lapoizibbs Insbusz
E2ABMSY L L9

102 seynoy $d3 M in MP “g¢ as benpleas ®d yem sinebui® 1 STOM
+eonNBMIOIASY X3o3o8deidaany

N&IﬂAIDﬁJJ'I'

n: “yisenoraib simsbsos” Yo sciriailet edr ol uslex blucda e3nabuil
‘.eslsliidisaogesf Pas aitdpif Inebui2 3o Insmesciz’ ez

ne svisosx lliw ‘yisenchaib simsbsss' al epspne odw sinsbud’

ev (y2lsneg yeAJu Aows yo\bps Moiseimdue Jad3 303 sxwlikl oilomoOrus
@il vd bsbiﬁﬁb—ﬂﬂ Y&m a8 Saxucy sy mox} ncizfugxe palbulont bns o2
" 'f‘lafg'}l _,-3

rwesoxg o3 (maluslipsiq $nﬂﬂtﬁlhi§i morl apnebuis 20s’03g 01 asbiv nl
‘o todius sdd 1ibs3> o3 bns bacmeselsy lsizedsm eds 1o Jrpiiygor eida
A94 =d3 yoigms ©3 Inemsisqedb eds 1o voilog edd &i i (faivstam will
Asizezen ooduoR privnsicliex IO Famxo¥ aolisinempool

INIT

.19lzemss 93itne 90 10} Jdesw 38qg =housg owT




