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Grande Prairie Regional College

Department of Early Childhood Development

CD 1130
Communications

HOURS: 43
SEMESTER: Fall 2000
INSTRUCTOR: Rebecea Reynolds

TELEPHONE: 539 2053 (office) or 539-1476 (home)

OFFICE: Lipstairs from Starbuck’s in the former Public Relations and
Commumications office. First day tour will be provided!

OFFICE HOURS :  10:30- 11:30, Wednesdays and Thursdays
R TEXTS
Norton, 8, and Green, B. ; The ' orm

{ 4% edition ), Harcourt Brace, Toronto. 1999,
[SBN: 0-7747-3636-4

Fitzpatrick, 1. and Center Vance, K. W
Prentice Hall Canada, Scarborough, Ontano. 1998,
ISBN: 01309354934

A good English dictionary, preferably the Chford Enghish Dictionary or Collins Co-
Buil

DED

Leech, G.: An A-

Nelson, UK. 1989,

[3BN: 0-17-55602]-8




RSE R CAND OV w

This course is designed to help students improve their written and oral communications skills,
Through the study of prammar, mechanies and syntax and through the process of writing and then
oally presenting their work, students will improve their mastery of English, Students wall leam 1o
apply thewr skills to practical business communications, thereby enhancing their capabilitics i the
wiorkplace.

SE NS IN BRIEF
Section 1: Grammar, syntax and mechanics: a review of our language’s basic rules and
structures
Section 1, Library rescarch and APA documentation.

Section 3: Paragraph and essay structure, business communications and the “business portfolio™,

Section 4: Oral presentations,

CT ONE: i d

In this section, students will re- acquaint themselves with the basic structures of English prammar,
its mechanics and its syntax, The majoeity of classwork Tor this section will come from The Bare
LEssentials

Section 1{a)

By the end of section 1(a}, students will demonstrate a sound knowledpe of the basics of Enghsh
grammar. This section will be prefaced by a discussion of ETAMINAT, its purpose and its inherent
usefulness. We will examine how the grammar we use direcily and dramatically colours the way in
which we communicate with others and how these communicalions are réceived. Section

[{a) will become the foundation upon winch much of the course will rest,

This section will include, but not be confined 1o, the study of subjects, verbs and objects, subjecy
verb disagreement, person, pronouns, and the correct formation of all tenses

Section |{b)

el



[n this sub- section, students will investigate syntax- the sets of rules that govemn the formation of
sentences. Here, students will combine the skalls they have acquired from the previous sub- section
and, together with the rules of syntax, will demonsirate skill in writing clear, correct sentences.
Specific attention will be miven to such problem aress na dangling and misplaced modifices,
seplence fragments and nm- on sentences.

Section [{c)

In section 1), Students will re- famulianize themselves with a fundamentally important aspect of
effective commumeations: mechanics. Specific attention will be given 1o some of the Iy
troublesome areas of spelling, capitalization and punctuation. Aspects of this section will be
presented on an ongoing basis throughout the course,

SECTION TWO: Research

I section two, students will develop library and internet research skills and will study APA
documentation. Farulianty with APA documentation will assist students in avoiding plagiarism.
[t will also help them prepare work for the remainder of their ECD courses, all of which require
the use of APA. Because APA documentation 15 used throughout the Department of Early
Childhood Development, students are required to understand and apply this formatting system to
all of the researched work which they write and present. Instructors from eacl course within the
department will expect studeénts 1o comectly mmplement this system of documentation. Students
will also practice paraphrasing techniques and will learn to distinguish berween paraphrasing and
plagiarism,

Li

A tour of the library will be conducted on October 13", Library staff will help students become
farmiliar with the remieval system and will provade informaton on documentation. Students will
also be given a tutonial i mternet research and will leam how 1o set up their own email accounts.

AlA Workshop

T assist in students’ understanding of APA, 4 staff member from the Writing Centre will present
an APA warkshop on the morming of October 20,

In thus third section of the course, students will apply the lessons of section one to paragraphs and
short essays. By learming the paragraph and essay strocture, students will necessarily acquire
and apply logical and entical thinking skills. Students will also study the comect Frmat for
business letters, memos and e-maidls, |

Business Portfolio

I this third section of the course, students will encounter the many practical business applications
af what they have leammed. For their business portfolio, a major assignment which is worth

30 percent of their total mark, studeats will be required Lo produce a vanety of business
communications: e-mails, fetters and memos. The weightiest part of this assignment is an essay, a
progect which will bnag together all of the wrinng and research skills that the students have
nceurnulated throughout the course. Reflection and research for the essay can begin (n mid-



September, when the Stadents will be asked 10 choose between three possible scenarios. Students
will base their business ponfolios on the scenario that they select. The feners, e-mail and memos
will be directly refated 10 the essay and therefore 1o the scenario. A thorough descniption of this
project will be conducted in the seeond week af classes Tion't despair: this will all make seise!

WO TION : Obra TS

Paies of students will present the pro and con sides of fssues arising from the scenarios. Supporting
materials such as visual aids must be used and both sides of the issues must be presented as fairky
and rationally as possible. This is not intended to be 2 debrate, but the full and fair presentation of 3
whole tssue. The minimum time limit for the presentations is ten minutes and students are asked
not to exceed fifteen minutes, Students will also he expected (0 answer questions posed by their
classmates,

Presentations will be videotaped so that students may review their work,
Pairs will be established as soon as stdents have selected the scenanos for their business
portfolios. Students are encouraged to develop supportive academic relationships with therr
parners and assist one another in research.
Marks for this assipnment will be assigned to the pair, not to the individual student,

To help students prepare for their oral presentations, a representative from Toastmasters will
speak to the class n late November. The date of this presentation will be announced.




Participation

5%

Quizzes

Class attendance
In- class assignments and homework based on exercises in Bare Essennals

and Witing for Success
10 %

In- class essay

Twir short quizzes based on grammar, mechanics and syntax

Dates for quizzes o be announced
15 %

One short essay, Ave paragraphs i length in which students will
demonstrate a) the ability to write a thesis statement and develop it logically
through to 1t conclusion and b) the ability to write clear and concise
parsgraphs which flow intelligently from strong topic sentences. This essay
will be written during class time and will be a demonstration of how
eifectively students can apply the skills of grammar and wiiting that they
have acquired during the course.

Date for the in- class essay: Friday, Noyember 17"

Library/ APA Assignment. 15 %

Students will demonstrate the ability to retrieve matenials from the library's
cxisting collecnon and from the internet. Materials will be presented in the
form of a “References™ list and must be formatted according 10 APA
pdelines. It is expected that students will retrieve materials relevant 1o the
scenartd which they choose for thew business portfolios.

Students will compiete an in- class exercise on APA documentation
paraphrasing. This will be an open book exercise.

for library/ i ent fo ed

Ty



Business Portfolio - M %

Students will base their business portfolios on one of three possible scenarios. Each camponent of
the portfolio will be direcly related to the chosen scenanio. The scenarios will be presented on
September 22™ so that the snsdents may have adequate time to consider and research their

projects. The completed portfolio will contain the following

. One ¢- mail

. e meto

- Une business letter { covering letter, letter of mquiry, thank- vou letter,
follow- up letter etc.)

. Une essay in which students demonstrate skill m essav structure,
persuasion, research, and documentation,

ate: B o

Please note: The contents of the Business Portfolio must be typewritten, double spaced and
handed in on the assigned date. 5 % will be deducted per day after the due date from
students who have not specifically requested an extension,

Oral Presentation ( pairs work ) 15 %%
. The mark for this section of the course will be based upon how well pairs of
students orally present and examine the issues arising from the scenarios.
Visual aids must accompany this presentation. Marks will be assigned 1o
the pair, not to the individual student

Dt joms: = [i1]

Please note; dates given in this course outline are subject to change.

v

THERE IS NO FINAL EXAMINATION FOR THIS COURSE.



