ENGLISH LANGUAGE DEPARTMENT

COLLEGE OF APPLIED SUPPORT SERVICES - CASS

ENGLISH 214
COURSE COMPONENTS

Course Title: Academic & Professional Communication 
COURSE ASSESSMENT
	214 Report
	Preparation for report writing
	10%

	
	First draft
	10%

	
	Second draft
	5%

	
	Source evaluations
	5%

	
	Final report (approx 2000 words)
	5%

	Recruitment Preparation
	CVs, cover letter, interviews
	10%

	Tutorials & consultations
	Based on report process
	10%

	Correspondence
	Emails, Memos and Letters
	10%

	Oral Presentation
	Oral preparation and presentation
	10%

	E-Portfolio 
	Collected evidence of the learning process
	10%

	Participation
	Student-teacher out-of-class interaction
	5%

	Midterm Exam
	Report related task
	10%

	KFUPM PT
	Course  requirement – not graded
	


214 REPORT 35%
Your 214 report will be based on a project which is linked to a theme. You are advised to read this section carefully so that you understand clearly what is expected of you.
Your class will be organised in teams. The exact number in each team will depend on the total number of students in the section as well as how your instructor decides to arrange things.

Your instructor will select a common theme for the semester, e.g. Sport, Transport, Health, Education, Water, etc. The number of possibilities is virtually infinite. These are just examples to give your some ideas.
Each team will either design a project within the context of the theme. You may for example decide to form a company which is interested in developing health care within a specific area of the Kingdom or evaluate higher education in the Kingdom and make recommendations for changes.
Each member of the team will then decide on the best contribution he can make to the overall project. You may, or may not draw on knowledge from your major, when deciding on the focus of your report. A student studying Marketing could, for example, decide to base his report on a marketing plan for a proposed project; however, he may decide that his group subject does not lend itself to such a focus, and he may decide to research an area with no relation to his major. Your instructor will advise about this in greater detail. This information is just to give you the general idea.

On the basis of the decisions you have made, you will then write a description of the report that you intend to write indicating what research procedures you intend to carry out, what your work plan will be and so on. This work will be graded as part of your Report Writing Preparation (Pre-report).
Your report should be a combination of your own knowledge and ideas and source input. It should be at least 2000 words in length although this number may vary if original tables and charts are included in your report.

Your report will be written in various stages (drafts), each of which will be submitted to your instructor for review. 
The key differentiating factor between this report and the 102 report is that the 214 report is applied, which means you will be required to using information from different sources to solve a real-world problem. As such then, the report is a recommendation, proposal or feasibility report. 

A Note on Sources

With regard to your sources, the following points should be noted:

· They should be recent articles from recognized and reputable publications such as periodicals or, in some circumstances, newspapers. 
· Any articles taken from the Internet should be from recognized and reputable websites such as those belonging to professional associations and academic institutions such as universities.

· You can use specialized encyclopaedias (not general ones) but only for additional background information to supplement information from your main sources.  
· Wikipedia is unacceptable as the information it contains is often unsubstantiated.  
· As a general rule, you are not allowed to use textbooks.
It is highly recommended that you conduct original research in the form of interviews and/or surveys to complement your written sources. In many cases they can actually replace them. Data thus collected can be used to support and illustrate the ideas that you describe in your report.
GRADING OF REPORT WRITING PROCESS
It important to note that it is your performance during the process of writing your report that is graded rather than your final versions (softcopy and hardcopy) although they of course do carry some marks.

The report writing process includes things such as 

· planning, 
· research, 
· source evaluations, 
· drafting and editing. 
These aspects will be taken into consideration for grading purposes in particular drafting and editing which is an extremely important part of your learning experience. 

When you submit the first part of your draft report, your instructor will review it and provide you with feedback on it. 

When you submit the second part of your draft, you should also re-submit the first part which should have been modified according to the feedback you were given. You may wish to challenge the suggestions made by your instructor if you feel they are not justified. If so, this would normally be done during the course of a consultation meeting with him.

You are expected to show that you are in control of your report by being able to make meaningful and relevant contributions during Tutorials and Consultations conducted during the report writing process.
RECRUITMENT PREPARATION 10%
This part of your course will deal with job applications and the interview in process. It may be related to your report project. It will deal with issues such as … 

· advertising vacancies, 
· writing letters of application and CVs, 
· interviewing techniques, etc. 
These activities will give you practice in conducting interviews, being interviewed, making applications, preparing a CV, etc. and is thus highly relevant to your real life needs.

TUTORIALS & CONSULTATIONS 10%
Tutorials (Group) and Consultations (individual) will be organised by your instructor at various stages during the semester. Participation in these sessions is a compulsory requirement

In these sessions, your will discuss various aspects of your report, such as your progress, problems and/or difficulties, your achievements, etc.

Your participation and involvement in these sessions is extremely important as they are graded. In addition, you will also find them very helpful for the work you are doing.

CORRESPONDENCE 10%
The Correspondence component will cover the basics of letters of application and complaint and the various strategies required to reply to them.

Your teacher may choose to make a connection between these tasks and your group project.
PRESENTATION SKILLS 10%
In the second half of the semester, your team will make an oral presentation based on your project or a part of your project. Your instructor may decide to award a team score as well as an individual one as teamwork is an important aspect of this course.
E-PORTFOLIO 10%
The portfolio will be submitted at regular intervals (3 times in the semester) for grading. It will include information such as:
A*. 
Personal

1. 
Which person or what event in your life do you consider to have made the biggest impact on you and why?

2. 
Are you looking forward to leaving the university? Why / Why not?

3. 
Do you feel that you need more English courses? Why / why not?

B. 
Achievements

1. 
One new and useful thing I have learnt / done this semester is….

2. 
The skill (reading, writing, listening, speaking, researching) that is being challenged the most up to this point is….

C. 
Reflection

1. 
What I enjoyed most from all of the English courses at KFUPM

2. 
My advice to the director of the ELD would be to…
PARTICIPATION 5%
You will receive a grade for the number and quality of any interactions you have with your instructor which relate to your course.  These will involve your participation in class, use of email and attendance at office hours.
EXAMINATIONS 10%
You will have a Mid-Term (10%) focused on outlining skills and Final Examination (Proficiency Test). This Profociency Test is not part of the course. It is an exit exam - a university requirement 

Dates are posted on your Course Schedule. Sample tests will be posted on WebCT .
ADDITIONAL INFORMATION

	Email Communications
	You are expected to be able to communicate by email. In addition to it being a course requirement, you may find that s you only meet your instructor three days a week, email allows you to keep in touch with him and inform him of any difficulties you might have.

Remember, however, that just as when you are speaking to your instructor, you use relatively formal language, when you are sending him an email you should use a relatively formal style. 

Your instructor will advise you on this and you will also find some guidelines on the UEP Website.

	Using WebCT
	WebCT is the main vehicle for the transmission of course information, course materials and so on. It is essential that you can log in and navigate through your WebCT.

You will have two WebCT accounts for English 214. 
1: 
General WebCT Account for English 214

Course details (schedule; rules and regulations), Midterm/Final Exam. Results and sample exams will be published on this account. 

This account for all sections is called English 214 Academic & Professional Communication. 
2: 
Your section account 
The name of this account contains your section number and is managed by your teacher. Use this account to communicate with him.

	Information on department website
	General information is provided on the English Language Department Website: http://www.kfupm.edu.sa/uep .

It also includes an Online Manual which contains useful information and links relating to many aspects of your course. You are encouraged to familiarise yourself with and use what is there. 


