
English 145.13 Course Syllabus – Fall 2013.  
Robert M. Rowan, Instructor. Last Updated: 7/2/13 
 
Course Syllabus 
Instructor Info 
Office: 201-G Stevenson Hall 
Email: rmrowan@ilstu.edu (the best way to reach me) 
Office phone: 438-5776 (not the best way to reach me) 
Office Hours: MWF 11 to 12, and by appointment 
 
Materials 
• Basic computer skills and access to a 

computer/printer outside of class (Required) 
• Google Drive account (Required) 

• Grammar handbook (Recommended) 
• Portable flash drive/thumb drive 

(Recommended) 
 
Course Goals and Objectives 
This class will prepare you for research and writing in the business world.  It is not a traditional 
lecture-based class.  I will guide some of our discussions, but much of what we do and talk about 
will be driven by you.  We will work with many different types (or genres) of writing and 
practice figuring out what these different genres require.  You will apply the skills required by 
your individual major, and you will also learn new skills from your fellow classmates in different 
majors.  Your assignments will be a combination of group and individual work. 
 
Grading for this class is contract-based.  If you consistently turn in quality work and otherwise 
abide by the terms of the contract (in a separate document), you will receive a B for the course.  I 
will also provide some additional assignments which you can complete (if desired) for a better 
grade or to offset a penalty from a low-quality item you’ve turned in.  I will make written 
comments on your assignments, but I will not assign a letter grade or points to the assignment 
(unless the work is of low quality, which will result in a “No Credit” penalty).  You will also 
have the opportunity to redo some low-quality items. You are in charge of the grade you receive. 
 
Some of our class time will be spent working in small groups.  You will be assigned to a group 
by the second week, and you will remain in that group until the end of the semester.  You are 
expected to fully participate in your group projects and not rely on your groupmates to do the 
work for you.  We don’t always get to choose our co-workers, which means we have to learn to 
get along with a wide variety of personality types and levels of skill.  One of your objectives in 
this class is to learn to draw on (and draw out) the strengths of others and combine them with 
your own.  Another of your objectives is to make sure you are not the weakest link in the chain. 
 
We will work on your ability to conduct research, to put that research to practical use, and to 
explain the results of your work to other people.  You will regularly be asked to write in new and 
different categories of genres (bureaucratic, legalese, technical, marketing, and many more). 
 
This class is not about mastering one type of writing; it’s about learning how to expand your 
abilities in a variety of areas. 



Eng 145.13 Syllabus 2 

In the Classroom 
Attendance and Participation 
Regular attendance and participation in class are required. I will take attendance at each class 
meeting.  You can miss 2 classes without penalty; after that, each absence will subtract one-third 
of a letter grade, regardless of how many assignments you’ve turned in.  Per English Department 
policy, anyone absent from 20% or more of the class meetings (6 classes) will automatically fail 
this class.  This is non-negotiable. 
 
Consistent tardiness is another form of absence. Adjust your routine to anticipate traffic and 
parking complications so this will not become a problem. If you miss part of any class session, 
you are responsible for getting notes from a fellow student, obtaining a copy of any handout, 
preparing any draft written in class that day, and asking about any changes in the syllabus that 
may have been announced during your absence.  If you will be absent on the day an assignment 
is due, you must turn in the assignment before class to receive credit.  If you are absent on a day 
when we conduct a graded in-class assignment, you will receive a No Credit for the assignment. 
 
“Participation” involves reading the assignments before class, bringing all required materials to 
each class session, and actively contributing to class discussions, group exercises, and peer 
editing of papers. You are an important part of this class: college students learn not only from the 
instructor but from each other. University education is a shared experience, not a solitary one. 
 
If you are having real-life troubles that will affect your attendance or your performance, talk to 
me.  I am not a counselor, and I may refer you to better-qualified people if you need help with a 
serious problem, but I am much more willing to work with you if you address the problem before 
it becomes horrible instead of after.  This is true for most of your other professors as well. 
 
Workshops and Peer Review 
We will conduct in-class workshops and peer-review sessions for some of our assignments.  
These sessions give your classmates the chance to read your work and to give written feedback 
and suggestions for improvement.  When we workshop, we will be working on a draft of your 
document.  You are not expected to have a completely polished draft for the workshop or peer 
review session, but you should have enough done (half or more) that it’s worth our time to help 
you.  When giving feedback (written or verbal) to your fellow students, remember to keep it civil 
and constructive.  When receiving feedback, remember that you are ultimately in charge of what 
changes to make – you have to decide whether each piece of advice improves your draft. 
 
Classroom Behavior 
Your ability to read, think, write, and speak critically grows through dialogue with others. Your 
point of view on the subject of discussion is always welcome, but please show respect in your 
expression of it. Respecting others requires listening politely even when we do not agree with the 
speaker’s ideas and not interrupting another’s speech with your own. I will do my best to ensure 
that everyone who wants to speak will have a chance to do so.  Some people love to speak, and 
that’s great – but remember not to dominate the conversation. 
 
Respectful behavior in the classroom requires being punctual, polite, and attentive throughout the 
class session. We will all remain in class until the end of class unless there is an emergency. As a 
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matter of basic courtesy, please turn off your cell phones.  I have a zero-tolerance policy on cell 
phones in class.  If your phone rings during class, you may be asked to leave for the day, and/or 
be marked absent, and/or be given a 25-page essay assignment on why you are not the center of 
the universe. 
 
We will use the classroom computers regularly.  When you’re working on your own group or 
individual assignments in class, you are free to use the internet for research as needed.  Stay out 
of Facebook and other sites that aren’t related to our work during class.  Your employer would 
not tolerate this, and that’s a limitation you need to get used to.  As mentioned above, cell phones 
are to remain off during class.  Once we start working as a class (whether I’m lecturing or we’re 
all working together on something), you are expected to stop whatever else you’re working on 
and focus on what we’re doing. 
 
Repeated violation of the above items may result in grading penalties.  You may also be asked to 
withdraw from the class if the problem persists. 
 
Resources 
Online Resources 
Most course assignments will be created, edited, and handed in through Google Drive (formerly 
called Google Docs).  In-class handouts and readings will be available on Google Drive and also 
on our ReggieNet site.  I will also post interesting links or documents as needed.  Since Google 
Drive’s document-making tools are pretty basic, you can create an assignment in a more 
powerful tool (Word, Photoshop, Publisher, Excel, and so on) and upload it to Google Drive.  If 
you find that Google Drive is compromising the formatting of your document (it happens 
sometimes), you can always email the document directly to me. 
 
I will often use email to communicate with the class and with individual students.  I will use your 
ISU email address.  The university and your other professors will also communicate with you by 
email from time to time, so be sure to check your ISU email regularly (daily, not weekly), and 
make sure there’s room for incoming mail in your ISU mailbox.  If you don’t like using the ISU 
email system, you can call the Helpdesk and ask for help setting up your regular email software 
(such as Outlook or Microsoft Mail) to check your ISU email. 
 
My Office Hours 
I am on campus for your benefit. If you ever have questions or a concern, see me.  It’s best if you 
can make an appointment with me (this helps me plan my day), but it’s not required.  If you’re 
struggling with the readings or the writing assignments, come and talk with me about it.  You 
can also ask me questions by email, and I will respond as quickly as I can. 
 
I expect you to be proactive in handling problems or getting help with an assignment.  Do not 
wait until after the problem has become critical (such as the day after an assignment is due).  If 
you make an honest effort to get help, I will do my very best to assist you.  If you don’t, I won’t. 
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Campus Resources 
The Visor Academic Center is located in the Vrooman Center on the lower level.  The Visor 
Center provides tutoring, one-on-one writing assistance (not editing), and short seminars to help 
your study habits and other academic skills.  I encourage everyone to take advantage of these 
free services offered to all students by the university. 
 
Student Counseling Services is located in the Student Services Building.  If you’re feeling 
stressed, frustrated, homesick, or overwhelmed and you need someone to talk with, they offer 
professional advice and counseling. 
 
Disability Concerns 
If you have a physical, psychiatric/emotional, or learning disability that may affect your ability to 
carry out assigned course work, I encourage you to contact the Disability Concerns office. The 
office is located in Fell Hall, room 350. Phones: 438-5853 (voice), 438-8620 (TDD). The office 
will review your concerns and determine, with you, what academic accommodations are 
necessary and appropriate for you.  Signing up with Disability Concerns does not retroactively 
change your grades or class requirements, so you should sign up with them as early as possible if 
you need their assistance.  All information and documentation of your disability is confidential 
and will not be released by Disability Concerns without your written permission. 
 
Grading and Expectations 
General 
We will work under a grading contract for this class.  Our grading contract provides you with a B 
for the course as long as you turn in quality work on all of your assignments.  The purpose of the 
contract is to give you more freedom and flexibility as you experiment with new kinds of 
writing.  The full contract is a separate document which you should read very carefully.  To stay 
in this class, you will need to sign and return the contract by the date listed below. 
 
This class is designed to help you think, write, and think about writing in new ways, particularly 
in relation to the business world you’re preparing to enter.  Sometimes that isn’t easy, and it isn’t 
supposed to be.  You are not expected to master every type of writing we practice, but you are 
expected to try your very best and to pay close attention to how your skills and understanding 
change and improve over the semester.  Criteria for grading (what will count as “quality” work 
for contract grading purposes) are listed in the contract.  If you can’t tell the difference between 
high-quality, thoughtful work and low-quality, flimsy work, you will run into a lot of problems 
in the working world.  This class offers you a relatively safe place to practice upping your game.  
I don’t expect perfection, but I do expect you to work very hard on each assignment anyway.  So 
would your employer. 
 
Some items will have a minimum length requirement, but meaningful content is more important 
than simply filling up the page.  Don’t think of your assignments as being so many words or 
pages long; instead, think of them as asking you to write or think about concepts A, B, and C in 
detail.  If you’re thinking, researching, and then writing in detail about something, you will 
almost always meet the length requirement (and then some) with no problems. 
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ISU policy requires you to pass this course with a D, but your particular major may have stricter 
requirements.  Check with your major department to be sure.  Withdrawals from class do not 
happen automatically – if you simply stop coming to class, you will receive an F on your 
transcripts.  You must withdraw through the Registrar (online or in person). 
 
Class Projects and Assignments 
We have four major projects with several goals and assignments each.  The projects are 
interconnected: each group will create a fictional company and follow that company through four 
stages of development, from tiny start-up (Project One) to large successful business (Project 
Four).  Some of the standard assignments in each project will be group-based and some will be 
individual.  All of the advanced assignments (the ones you’ll do if you want an A) are individual.  
We also have two floating assignments that are not part of a specific project.  To help you avoid 
bunching up of assignments at the end of the semester, you can only turn in one advanced 
assignment per project.  Don’t plan on handing them all in on the last day of class. 
 
Assessing Your Work 
Your assignments can receive one of three possible marks under our grading contract.  These 
marks will be included in a comment box at the top of your document, or in the document’s GUS 
if the document itself can’t be edited by me.  Each No Credit on an individual or group 
assignment will lower your final grade by one-third of a letter.  Because advanced assignments 
are optional, a No Credit on an advanced assignment does not lower your grade.  A Fix on any 
assignment will turn into a No Credit after one week unless you rework the assignment as 
needed; Fixes by themselves are temporary marks and do not affect your final grade.  There’s no 
limit on how many Fixes you’re allowed to receive, but getting more than two of them means 
that you need to step up your game. 
 
Credit: 
Assignment is done competently, with few mistakes and no glaring errors. Mechanical errors 
(spelling, grammar, etc.) are minimal.  If web text is used, you have either reworked it enough to 
make it your own, or shown in the GUS that you understand the text you’re using. 
GUS is filled out in full and with thoughtful answers to the questions (at least a few sentences 
each, but preferably a full paragraph or more per question). 
 
Fix: 
I give you one week to rework a Fix, starting from the first class date after I returned the item to 
you (so if I grade it on a Sunday, you have a week from the next Monday that we’re in class).  
Create a new copy of your assignment and work on that, so I can refer to the original when 
grading your revisions.  You can give the document the same file name, but with Fix at the end. 
Assignment has more than a few mistakes or a couple of significant errors, or the assignment is 
missing minor components. 
GUS is not filled out in full, with either very short answers to questions or a few missing 
answers. 
 
No Credit: 
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Assignment has many mistakes or several significant errors, or the assignment is simply wrong 
(you misread the assignment), or the assignment is missing major components, or the assignment 
is late or not turned in. 
GUS is not filled out or has several missing answers. 
 
Rewrites 
If you turned in an individual assignment for Project One, Two, or Three and received a No 
Credit on it, you can rewrite the assignment (one max) by the last regular day of class.  
Assignments that are late or not turned in can’t be rewritten.  If your entire group agrees, you can 
turn in a rewrite for one group assignment instead of any group member turning in an individual 
rewrite.  Rewrites should be a significant improvement over the original in order to receive 
credit.  Your rewrite should be an entirely new document (same subject is fine)—leave the 
original document intact with my notes (if any), so I can compare the two.  With my approval, 
you can choose to do a different assignment from the same project if you prefer. 
 
Privacy 
Our documents will be created and saved in Google Drive.  They will only be accessible by me 
and your fellow classmates unless you choose to share them more broadly.  We will share 
documents with each other for editing, proofreading, peer review, and grading purposes.  Please 
remember to be discreet with your content and comments and be careful with how much 
personal information you give out, because people other than me will read these documents. 
 
Paper Format 
Our assignments will vary in formality and structure. The way we use our language changes 
depending on where we are and what we’re doing. Part of our work with different genres 
includes learning when and how to vary our language to match the situation.  Most of our 
assignments won’t need fancy academic-sounding language, but you are always expected to use 
proper grammar, punctuation, spelling, and citation formats where applicable. Use your grammar 
book, an MLA Guide (or other style guide such as APA), or a credible scholarly website if you 
have grammar questions. Many universities have online grammar or citation formatting guides 
available to the public.  The OWL at Purdue (owl.english.purdue.edu) is one such resource. 
 
Many business genres use a common format: typed, single or double spaced, on unlined 8 ½" x 
11" paper, with 1” or 1.25” margins on all sides, in a readable 10 or 12 point font (such as Times 
New Roman, Arial, or Tahoma).  It’s helpful to include page numbers on your documents, 
especially if they will be printed out.  Follow standard conventions in punctuation and 
capitalization.  For class purposes, the first page should include your name, your instructor’s 
name, the specific assignment, and the date. Do not pad your assignments by widening the 
margins, adding extra spaces after paragraphs, increasing the line spacing, or by any other 
means.  If you need a longer paper, write more content.  For some of our non-traditional 
assignments, not all of these rules may apply, but always be sure that the item you hand in is 
clearly marked with your name. 
 
Some assignments, but not all, will have a minimum page requirement.  A minimum page length 
of X means X full pages.  The length of other items will be left up to your judgment on whether 
you’ve met the terms of the assignment. 
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Late Work 
Assignments are due at the beginning of class on the due date, unless otherwise specified.  
Remember that I can see when you’ve edited a document in Google Drive, so be sure all work is 
done by the start of class time on the due date.  If I see that you’ve fixed a typo or two after class 
starts, I will probably ignore it.  If I see that you’ve added a paragraph after the start of class, 
that’s a problem.  If you have a physical item to hand in, bring it to class or put it in my mailbox 
(STV 411) before class starts.  I do not accept late assignments. Late items will receive a “No 
Credit” and may not be rewritten.  Computers freeze.  Flash drives are not always reliable.  
These things happen.  As a general practice, you should make regular backups and/or printouts 
of your works in progress – ESPECIALLY if you are working on a computer other than your 
own.  Backing up your important documents is a vital lifetime habit to get into.  Do not delete an 
assignment once you’ve handed it in, because you may decide to use it as your rewrite later.  Do 
not throw away any assignment I’ve made notes on; a rewrite will not be accepted without it.  
Google Drive will automatically save any changes you make, but you should also copy any 
documents you want to keep onto your personal computer. 
 
Academic Honesty 
Plagiarism means trying to claim someone else’s work or ideas as your own.  Don’t do this.  
Plagiarism also includes recycling copies of your papers or materials from other classes.  You are 
fully responsible for abiding by the terms of the Student Code of Conduct as it relates to this 
class.  The SCC can be found here: www.deanofstudents.ilstu.edu/about_us/crr.shtml 
 
Final Exam 
This course does not have a final exam. 
 
Subject to Change 
The material in this syllabus and in any accompanying assignment or project sheets is subject to 
change as needed.  If this happens, I will let you know in class and/or by email as quickly as 
possible. 
 
Due By August 30: 
• Read the grading contract and course syllabus. 
• Sign the grading contract and hand it in.  
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English 145.13 Syllabus Summary 
Instructor: Robert M. Rowan 
Fall Semester 2013 
Office: 201-G Stevenson Hall 
Email: rmrowan@ilstu.edu 
Office Hours: MWF 11 to 12, and by appointment 
 
Things that affect your grade: 
• We are using contract grading in this class.  This will be different than you’re used to.  

According to my in-class surveys, most students end up liking the contract grading structure 
a lot, but it means that your strategies for approaching the work (not to mention earning the 
course grade you want) will have to change. 

• Show up to class on time every day, and stay until the end.  If you miss 20 percent or more 
of the class sessions, you will automatically fail the course.  This is English Department 
policy.  If you miss more than 2 classes, each additional absence drops your final grade by 
one-third of a letter grade. 

• Be prepared: do the reading, write the drafts, or otherwise get yourself ready for the next 
session before the class starts. 

• No late papers. 
• Turn your cell phones OFF before entering the room.  If your phone rings during class, you 

will be asked to leave for the day and may be given a grading penalty. 
• Participate in each class by asking questions, sharing experiences, giving feedback, and 

otherwise engaging with your fellow students and with me. 
• Do not plagiarize.  Cite your sources if you use someone else’s words or ideas. 
• Use a standard format for most documents: 8 ½ X 11 paper, 1-inch margins on all sides, 

double-spaced text and a 10- or 12-point readable font.  Some genres will call for a different 
format, so use your best judgment.  

• You may rewrite one item from our first three projects to repair a “No Credit” grade if 
desired.  Keep the original copy (with my notes). You will need to hand it in with your 
rewrite.  Rewrites are due on the last regular day of class. 

• Your work will be shared with the group.  Be prepared to give and receive useful, 
constructive criticism.  Intentional cruelty will be punished, possibly with fire. 

• Bring your course materials to class every day. 
 
Other things to remember: 
• I’m here to help you, and I want you to succeed in this class.  Send me an email or visit me 

during my office hours if you have problems or questions that aren’t addressed in class. 
• The Visor Center is a great resource – make use of it. 
• Be sure to check your ISU email account regularly.  Class details may change over time.  

Changes will be announced in class.  I will also send out notices and reminders from time to 
time via email. 

• You must receive a D or better to pass this class.  Writing well will help you in nearly 
every other class you take, and in your career and your life after that. 

• Write.  A lot.  Practice may not make you perfect, but it will absolutely make you better. 


