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Course Syllabus 
ENL 265-7102 
Professor Joshua Botvin 
Class Mtgs days, times, places: Asynchronous Meetings 
Office Hours: Virtually, by appointment   
Contact Info: jbotvin@umassd.edu   
 

A Note on this Semester 
We are no doubt facing a challenging semester. I think it’s important to remember that this 
course is meant to help you grow as students and as individuals, it is not meant to crush 
your will to live. If you find yourselves overwhelmed for any reason, please let me know. 
The most important thing we can all do to ensure our mutual success is to remain open-
minded, flexible, and honest with one another. This will be a learning experience for us all, 
and we’ll get through it together.  
 
“Secret” for Success 
The way to succeed in this class is not actually a secret: while it is not a 100% guarantee, 
students who participate regularly and complete their work by the due dates tend to do 
very well in this course.  
 
Course Description  
Business communication is the study of effective written, oral, visual, and electronic 
communication in the workplace. This course focuses on workplace genres, contexts, and 
audiences, emphasizing strategies and techniques for working within those genres to meet 
the needs of everyone involved. The purpose of this class is to analyze and apply the 
strategies and techniques that writers use in the business world 
 

Course-Specific Learning Outcomes 
 
After taking this class, you will be able to do the following: 

• Identify and summarize key concepts in business communication 

• Analyze the purpose and features of various genres of business information 

• Develop documents and presentations based on audience analysis, genre conventions, 
and information design principles 

• Synthesize information gathered from multiple sources into business writing and 
presentations 

• Demonstrate command of vocabulary and facility with conventions of standard 
written English (grammar, usage, and mechanics) and use an appropriate tone and 
style to establish the desired relationship and motivate the desired outcome 
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Cluster 1C Learning Outcomes 
 

After completing this course, you will be able to: 

• Read with comprehension and critically interpret and evaluate written work in 
discipline-specific context 

• Demonstrate rhetorically effective, discipline-specific writing for appropriate 
audiences 

• Demonstrate, at an advanced level of competence, use of discipline-specific control of 
language, modes of development, and formal conventions 

• Demonstrate intermediate information literacy skills by selecting, evaluating, 
integrating, and documenting information gathered from multiple sources into 
discipline-specific writing 

 
 

Required Textbook  
 
All required course readings will be accessible via our myCourses, the library database, or 
internet. Required readings’ citations will be posted to myCourses. Students will find and print 
and/or the library databases as part of their required materials. 

 

What You Can Expect from Coursework 

1. Reading and Writing: Students will read challenging professional texts, analyze the genre 
structures of texts, and create original, genre specific texts of their own. 

 
2. Reviewing and Responding to Feedback: Students will revise in response to feedback from 

peers and from their instructors before a final grade is given; projects will receive feedback 
and require revision.  

 
3. Self-Awareness: Students will reflect upon and analyze their own writing and their progress 

as communicators, at intervals throughout the semester and/or in a final memo submitted 
at the end of the semester. 
 

4. Conferencing: We will have at least one individual conference during the semester, where 
students and I discuss a draft. The semester will also include peer-review and conferencing.  

 
 

 
 



                                                                                 Prof Botvin | Course Policies| ENL 265-7102 | Fall/2020 | 
 
 

            3  
  

Course Policies (A-Z) 
 
A Common Theme 
Staying in communication with me and with your academic advisor is the best policy.  
 
Academic Integrity 
Acting with integrity is fundamental to this class, our university, and in general. But academic 
integrity is a complex issue. The First Year English program will particularly concentrate on 
how to argue with integrity, especially how to work with and build on other people’s ideas. 
When you have questions about how to work with others, including your classmates and our 
class texts, please ask.  
 
Intentional academic dishonesty, such as cheating and plagiarism have serious 
consequences. If you reach the point with an assignment that either the above sound like a 
good option, come talk to me. This course is meant to help you learn how to read and write 
complex arguments, and my responsibility is to help guide you through the challenging 
process. I likely can help you with a writing problem or class issue, as long as you make me 
aware of it. 
 
Academic integrity also governs how we work with others on assignments. I will explain the 
parameters for each assignment—when you can work with others and what must be done 
individually. If you are ever unsure, ask me to clarify. 
 
For the specific university policy on Academic Integrity, see  

http://www.umassd.edu/studentaffairs/studenthandbook/academicregulationsandp
rocedures/ 
 
 
Academic Support 
Our classroom is one place to learn, but you have access to many other spaces. I encourage 
you to check them all out; the more varied your academic interactions, the more you can 
sharpen your skills and broaden your ideas. A partial list of official support services: 

• Academic Advising Services: http://www.umassd.edu/acadvising/  
• Academic Resource Center (ARC): http://www.umassd.edu/arc/ 
• Center for Access and Success: (http://www.umassd.edu/dss/). 
• Writing and Reading Center (WRC): http://www.umassd.edu/wrc/ 
• Multiliteracy and Communication Center (MCC) 

o The Multiliteracy and Communication Center (MCC) is a free tutoring service 
available to all students at UMassD. The MCC offers one-on-one support to help 
learners interpret, draft, and revise communications assignments of all types, 
including written essays, presentations, and multimodal projects. The MCC is 
located in LARTS 221 and also offers evening tutoring hours (Sunday-
Thursday 6:00-9:00pm) in the Library Learning Commons, Room 135. Please 
stop by LARTS 221 or visit https://umassd.mywconline.net to make an 

http://www.umassd.edu/studentaffairs/studenthandbook/academicregulationsandprocedures/
http://www.umassd.edu/studentaffairs/studenthandbook/academicregulationsandprocedures/
https://www.umassd.edu/multiliteracy-communication-center/
https://umassd.mywconline.net/
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appointment. New users will need to register for an account in order to gain 
access to the registration system. 

o As part of this course, students can receive extra credit through attending 
sessions at the MCC. See myCourses for specific details.  

 
Accommodations for Learning Differences and Disabilities 
If you have a documented disability and require accommodations to obtain equal access in 
this course, please meet with me at the beginning of the semester and provide the 
appropriate paperwork from the Center for Access and Success (CAS). To contact CAS or 
learn more about the university's procedures for accommodating students with disabilities 
at their website: 
 http://www.umassd.edu/dss/ 
 
Additional Support and Title IX Information 
The purpose of a university is to disseminate information, as well as to explore a universe of  
ideas, to encourage diverse perspectives and robust expression, and to foster the 
development of critical and analytical thinking skills. In many classes, including this one, 
students and faculty examine and analyze challenging and controversial topics. If a topic 
covered in this class triggers post-traumatic stress or other emotional distress, please 
discuss the matter with the professor or seek out confidential resources available at: 

 
the Counseling Center  
http://www.umassd.edu/counselling/ 
508-999-8648 or - 8650,  
 
the Victim Advocate in the Center for Women, Gender and Sexuality,  
http://www.umassd.edu/sexualviolence/ 
508-910-4584.  

 
In an emergency contact the Department of Public Safety at 508-999-9191 24 hrs./day. 
 
UMass Dartmouth, following national guidance from the Office of Civil Rights, requires that  
faculty follow UMass Dartmouth policy as a “mandated reporter” of any disclosure of sexual 
harassment, abuse, and/or violence shared with the faculty member in person and/or via 
email. These disclosures include but are not limited to reports of sexual assault, relational 
abuse, relational/domestic violence, and stalking. While faculty are often able to help 
students locate appropriate channels of assistance on campus, disclosure by the student to 
the faculty member requires that the faculty member inform the University’s Title IX 
Coordinator in the Office of Diversity, Equity and Inclusion at 508-999-8008 to help ensure 
that the student’s safety and welfare is being addressed, even if the student requests that the 
disclosure not be shared. For confidential counseling support and assistance see  

http://www.umassd.edu/sexualviolence 
 
Attendance in an Asynchronous Class 

http://www.umassd.edu/dss/
http://www.umassd.edu/counselling/
http://www.umassd.edu/sexualviolence/
http://www.umassd.edu/sexualviolence#http://www.umassd.edu/sexualviolence
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Attendance is an important part of this class. We are of course in extenuating circumstances 
this semester, and so for the purposes of this course, we will define attendance as completing 
the listed work by the assigned due dates. 
 
I will upload video lectures, course materials, and assignment information onto our 
myCourses site. I will set hard deadlines for major and minor assignments with what I 
believe is ample time for you to complete. I highly suggest sticking to my offered schedule as 
closely as possible.  
 
Campus Emergencies: 
While not entirely relevant to this semester, the university has several ways of community 
campus emergencies, such as weather-related closings. The UMassD homepage will also keep 
you informed. You can sign up for notice here:  

https://my.umassd.edu/group/myumassd/myalert  
 
Communications: Electronic and Otherwise 
myCourses (myC) 
Expect to find assignments and all required, non-textbook readings posted to myCourses. If 
you have trouble navigating the site, ask a classmate then contact me. 
 
Email 
UMD email is my primary means of communicating with students outside of class. It is also 
students’ best way of reaching me.  It is University policy that students are responsible for all 
official correspondence sent to their standard UMD e-mail address (@umassd.edu). Privacy 
considerations, such as federal law, may apply when using an address other than the 
University e-mail address. Please check your UMD email regularly.  
 
Course Format 
The entirety of this class will be housed on our myCourses site. Any vital information will be 
posted there and will often be accompanied by an email reminder about its existence. We 
will familiarize ourselves with this throughout the first week of class. 
 
This course will be held asynchronously, meaning we will not meet face to face or live via 
Zoom. However, unlike some asynchronous classes, this course is not pre-loaded; it will 
likely shift depending on the demands of the semester, and so assignments and class 
discussions will change with the needs of the class.  
 
Credit Hours 
One credit hour is an amount of work represented in intended learning outcomes and 
verified by evidence of student achievement that is an institutionally established equivalency 
that reasonable approximates not less than: 

• (1) One hour of classroom or direct faculty instruction and a minimum of two hours of 
out-of-class student work each week for approximately fifteen weeks (includes exam 
week) for one semester or the equivalent amount of work over a different amount of 
time. 

• (2) At least an equivalent amount of work as required in paragraph (1) of this 
definition for other academic activities as established by the institution, including 
laboratory work, internships, practica, studio work, and other academic work leading 
to the award of credit hours. 

https://my.umassd.edu/group/myumassd/myalert
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• Because this is a 3-credit class, 3 hours per week of in-class work and 6 hours per 
week of out-of-class work are required. 

 
Deadlines 
This class is an introduction to college reading and writing, and part of college level work is 
professionalism. Turning in work on time—or keeping in open dialogue about deadlines 
when faced with extenuating circumstances—is a key feature of a professional. Thus my 
course policies emphasize meeting deadlines.   
 
Major Assignments  

• Drafts and final versions of these major assignments are due by midnight on their due 
date unless otherwise noted. All major assignments are submitted electronically, 
through Safeassign. This will give a timestamp. Safeassign, like all technology, can 
have glitches. I advise you to leave time to experience technical issues—they are not a 
good enough reason to avoid late penalties.  

 
• For every 24 hours a student’s paper is late, the student will lose 1 point off the final’s 

total. This includes weekends. For example if a draft is due Thursday, and the student 
submits the paper Monday, the paper is into its 5th day of being late, so the paper loses 
points for the 4 full days beyond deadline (meaning -4 points).  

 
• Students may request an extension once a semester. The extension may only be for a 

final version of a major assignment. Requests must be made via email at least 72 
hours in advance of the paper deadline (3 days, including weekends). I do not offer 
extensions on drafts, because this removes the chance for peer review, and peer 
review is too important to miss. 

 
Minor Assignments (Homework, Low-stakes writing, etc.) 

 
• I accept late homework up to a point. I will accept all work up to 1 week before 

midterms—see calendar for specific date. After that all incomplete work earns zero 
points. I will accept late work assigned between midterms and finals up to 1 week 
before classes end. After that all unfinished work earns a zero. There is a late penalty 
point deduction where this work can earn a maximum of half credit. See assignment’s 
rubric for specifics.  

 
• I do not offer extensions on minor assignments. 

 
Grading  
Four major assignments constitute the bulk of your grade for this course. Major assignments 
will be penalized one letter grade (from B to C) for every class period they are late. You must 
complete all major assignments and substantially participate in the team project to receive a 
passing grade at the end of the semester. 
 
You are responsible for the following assignments. You must complete all of these 
assignments and participate substantially in all phases of the team project to receive a 
passing grade at the end of the semester. 
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Unit % of Grade Pages Due Date 

1. Writing for your Audience: The Job 
Packet  

20 4–5 single-
spaced 

TBD 

2. Business Correspondence  20 2–3 single-
spaced 

TBD 

3. Examining Business Messages: Analysis 
Report  

20 3–4 single-
spaced  

TBD 

4. Working in Teams (including team 
charter, proposal, report, oral 
presentation, work log, agendas) 

20 5–7 single-
spaced 

TBD 
 

Homework (weekly written homework: 
document analysis; drafts of assignments; 
peer reviews; online discussions) 

20 20 + pages  

 
 

Please see course calendar for daily list of activities 
 

 

Your grades follow the university’s grading scale: 

 
A+ 100-97 C+ 79-77 F 59 and below 
A 96-93 C 76-73   
A- 92-90 C- 70-72   
B+ 89-87 D+ 69-67   
B 86-83 D 66-63   
B- 82-80 D- 62-60   

 

 
 

 

Grading Criteria. All major assignments will be evaluated using the following criteria:  

A Exemplary. Shows excellent command of course concepts. Synthesizes sources 
to develop and support claims. Selects and organizes material, creating 
reader-based documents. Uses a style that is fluent and coherent. 
Demonstrates command over audience needs, genre conventions, and 
information design principles. Contains no mechanical or citation errors. 
Overall, demonstrates a combination of excellence, thoroughness, and 
attention to detail. 
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B    Accomplished. Demonstrates understanding of course concepts. Shows 
judgment and tact in the selection of material for the intended audience and 
purpose. Supports claims and organizes material. Language and tone 
adapted to the audience. Has few mechanical errors. May be revised to 
address minor problems. 

C   Developing. Meets all basic requirements, but needs revision to strengthen the 
organization or style, to meet genre conventions, or to adjust the language 
and tone for the intended audience. Mechanics need some attention, but do 
not detract from the writer’s purpose. Overall, needs revision to strengthen 
the writer’s position and to meet the audience’s needs. 

D    Beginning. Responds to the assignment, but needs significant revision in one 
of the major areas (content, organization, style, or delivery) to cover 
essential points, to support generalizations, or to appropriately respond to 
the audience and purpose. Mechanical errors detract from the message, 
making it difficult for the reader to access the main points. 

F    Unacceptable. Provides an inadequate response and does not meet one or 
more of the assignment’s basic requirements. 

A Note on Grading by SafeAssign 
As a condition of continued enrollment in this course, you agree to submit all assignments 
to the SafeAssign services for textual comparison or originality review for the detection of 
possible plagiarism. All submitted assignments will be included in the UMass Dartmouth 
dedicated databases of SafeAssign assignments. These databases of assignments will be 
used solely for the purpose of detecting possible plagiarism during the grading process and 
during this term and in the future. Students who do not submit their papers electronically 
to the selected service will be required to submit copies of the cover page and first cited 
page of each source listed in the bibliography with the final paper in order to receive a 
grade on the assignment. 

 
Grading, Incomplete 
According to the university catalogue, an incomplete may be given only in exceptional 
circumstances. You must be passing at the time of the request or be sufficiently close to 
passing. If the work is not completed within one year of the recording of the incomplete 
grade, the grade will become an F(I).  The incomplete policy for this course is that at least 
70% of the course must be already completed and an exceptional circumstance (i.e. medical 
issue) must exist. If you feel you require an incomplete for an exceptional reason, you need to 
email me and state your reasons for the incomplete in writing. We will then decide on a 
course of action. 
 
Grading Scale: 
A=93+ A-=90-92   B+=87-89   B=83-86   B-=80-82 C+=77-79 C=73-76 C-=70-72 D+=67-69  
D=63-66  D-=60-62  F=59 and below.   
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C O U R S E   C A L E N D A R 
Week/Date Class Focus and Work Due Notes 
Week 1/Aug 31 Introduction to Class  

 
Introduction to Course Format, 
myCourses, and Sequencing of 
Assignments 

Tues Sept 2 First 
Day of Classes  

Week 2/Sept 7 Introduction to Rhetoric – Audience and 
Context in Bus Comm 
 
Finding the Right Job 

Mon Sept 7 Labor 
Day – No Classes 
 
Thurs Sept 10 – 
Last Day to Add, 
Drop, Audit 

Week 3/Sept 14 Writing in the Job Packet Genre 
 

 

Week 4/Sept 21 Assessing, Drafting, and Peer Reviewing 
Your Resume/Cover Letters 
 

 

Week 5/Sept 28 Major Assignment 1 Due on 
myCourses 
 
Intro to Major Assignment 2 

 

Week 6/Oct 5 Identifying Needs of Multiple Audiences 
 
 

Thurs Oct 8 – Last 
day to file 
Pass/Fail 

Week 7/Oct 12 Discuss Appropriate Tone and Syntax for 
Business Writing 
 
Draft and Peer Review MA 2 

Mon Oct 12 – 
Columbus Day – 
No Classes 
 
Tues Oct 13 – 
Follow Monday 
Class Schedule 

Week 8/Oct 19 Major Assignment 2 Due on 
myCourses 
 
Intro to Major Assignment 3 

 

Week 9/Oct 26 Discuss Audience and Purpose for Annual 
Reports 
 
Selecting the Right Organization for You 
 

 

Week 10/Nov 2 Identifying a Company’s Context through 
Research 

Mon Nov 2 – 
Spring 2021 



                                                                                 Prof Botvin | Course Policies| ENL 265-7102 | Fall/2020 | 
 
 

            10  
  

Registration 
Begins 

Week 11/Nov 9 Overview of Rhetorical Concepts as they 
Apply to Annual Report Writing 
 
Draft and Peer Review MA 3 

Wed No 11 – 
Veterans Day 
Holiday – No 
Classes 
 
Fri Nov 13 – Last 
Day to Withdraw 
from a Class 

Week 12/Nov 16 Major Assignment 3 Due on 
myCourses 
 
Intro to MA 4 

 

Week 13/Nov 23 Assign Groups for Project, Discuss 
Writing in Teams, Write Team Charter, 
Project Proposal 

Wed Nov 25 – 
Thanksgiving 
Recess Begins 
After Last Class 

Week 14/Nov 30 Discuss Presenting Digitally, 
Incorporating Visuals into Project 
 

Mon Nov 30 – 
Classes Resume 

Week 15/Dec 7 Major Assignment 4 Due on 
myCourses 

Tues Dec 8 – Last 
Day of Fall Classes 
 
Wed Dec 9 – Study 
Day 
 
Thurs Dec 10 – 
Final Exams Begin 
 
Wed Dec 16 – 
Final Exams End 
 
Sat Dec 19 – Final 
Grades Due 

 
 

Changes to schedule will be announced in class when possible and electronically via email or 
myCourses. 

 

 


