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LEARNING SITES
Blackboard: <http://ecourses.wku.edu> There is only one BB course site for both sections of this course.
Instructor’s Homepage: <http://www.wku.edu/~judith.szerdahelyi> 
401/G Course Site: <http://www.wku.edu/~judith.szerdahelyi/NewWebsite/401web/401online.html>
Video Syllabus:<http://www.wku.edu/~judith.szerdahelyi/NewWebsite/401web/401web_syllabus.html>
Course Wiki: <http://eng401ga71.pbwiki.com> Create your ID and use “creative” as your password.
HELP SITES
IT HelpDesk: <http://www.wku.edu/infotech/index.php?page=100> For technical problems, ask the IT consultant for a “remote.”
Blackboard Online Support System <http://bbtools.wku.edu/bbhelp/sindex.php>
Video Tutorials by Information Technology <http://www.wku.edu/infotech/index.php?page=445>
CONTACTING YOUR INSTRUCTOR
You may find that there is probably a great deal more interaction between instructor and students in this course than in other online courses. In the interest if effective communication, please note that our time zone is Central Time USA, and our course language is English. 
You have the following options to contact your instructor.
1. The Questions and Comments forum under Blackboard’s (BB) Discussion Board (DB). If you have questions about the course, such as assignments, course policies, deadlines, etc.; please post them in this forum. This will allow your peers to view your questions and respond to them if they have the correct information. I also check the DB frequently and get back to you within a few hours if nobody posts a response. In the worst case scenario, expect a max. 24-hour turnaround.

2. Our Course wiki has been created to communicate with your instructor when Blackboard is down or before the semester starts and BB is not yet available. You can also use our wiki to “talk” to your classmates and socialize. Please sign up and use “creative” as your password. 

3. Video chat using Yahoo Messenger or Skype at certain pre-arranged times. Please check out relevant information about these options at the Technology Information and Advice section of my teaching page.

4. Optional one-on-one student-teacher telephone conferences at certain scheduled times. Please do not call the instructor’s home or cell phone number without a previous arrangement. 

5. The instructor’s Facebook page, by writing on her wall.

6. Calling the instructor on her office phone (270-745-5765) is not recommended if a fast response is expected. Since she usually works at home and spends little time on campus, she tends to forget to check her office voicemail.

7. Email communication is used in case of personal and medical emergencies. Course-related questions that belong to BB’s Questions and Comments forum on the Discussion Board will not be answered via email. Please check out the netiquette guidelines for using email by visiting the Additional Guidelines for Using Computers section of the instructor’s teaching page.
THE IMPORTANCE OF EFFECTIVE COMMUNICATION

In online courses, it is crucial that students have regular, effective communication with their instructor and peers. Since communication is a two-way process, students need to do their part and read/view/listen to the information the instructor sends them. Say, for example, that some students just skim the syllabus and don’t read email messages or BB postings on a regular basis. These students will get confused at the very beginning, fall behind, and eventually drop the course. I hope you won’t be one of them. So please read the entire document carefully.
It is recommended that you ask questions AFTER you have had a chance to read the Syllabus, the Course Calendar, other posted information--in addition to consulting your peers--and not instead. The information you are looking for is probably included somewhere in the syllabus or other course materials. Please do a “Ctr F” search in the document to find what you are looking for. 

Group members are expected to “talk” to each other about the correct interpretation of assignments and maybe prepare together. Students can send email messages to each other through BB’s Communication function, so posting messages in one another’s personal folders is not recommended, because it can easily lead to chaos. Messages can only be deleted by the person who has posted them, and not by the “owner” of the folder.

	Method of Communication
	To Instructor
	To Peers

	QUESTIONS and COMMENTS forum on BB's Discussion Board
	Yes
	Yes

	WKU email
	Only in emergency
	Yes

	Email other than WKU 
	No
	Yes

	Chat through Pandion
	Upon request
	Yes

	Video chat through Yahoo Messenger 
	Yes
	Yes

	Video chat using Skype 
	Yes
	Yes

	Facebook wall
	Yes
	Yes

	Netmeeting
	No
	Yes

	Office telephone
	During office hours 
	N/A

	Phone conference
	Yes
	N/A

	In person
	Upon Request
	Yes

	Video podcast via YouTube
	Yes
	Yes

	Video email
	Upon Request 
	Yes

	Podcast
	Yes
	Yes

	Course wiki 
	Yes
	Yes


PREREQUISITES OF THE COURSE: English 100 and 300
CATALOGUE DESCRIPTION

Theory and practice in reading and writing various genres of non-fiction, including researched essays, cultural critique, exposition, narrative, and argument. Special attention to style, voice, arrangement and advanced writing techniques.
GENERAL OVERVIEW OF THE COURSE

Students will have the opportunity to enhance their writing skills by practicing writing, i.e. by constantly drafting and revising. The course emphasizes the writing process and the workshopping of papers, which includes giving and receiving feedback from peers and instructor and rewriting essays using that feedback. Regarding content, this is a course in composing and talking about creative nonfiction. The assignments are designed to help students learn to function like working writers: they will compose their works and, at the same time, study other writers and their professional practices. In a nutshell, this course focuses on creative nonfiction from two interrelated views: the practitioner’s art and the critic’s perspective. As the course book claims, it encourages students to learn the “craft the way most successful writers have learned theirs: by reading what other writers have written, by picking up tips and ideas from writers about the way they write, and by applying specific strategies culled from the readings to their own writing” (Root and Steinberg xvii). For more information about the genre, listen to the following Real Audio files: What is Creative Nonfiction? What is the essence of the genre? 
IMPORTANT COURSE COMPONENTS AND CONCEPTS
Readings about the theory of creative nonfiction (CNF); readings representing examples of the genre (essays, diaries, autobiography, biographies, magazine writing, travel writing, nature writing, science writing, histories, journalism, etc., also, visit Some examples of Creative Nonfiction?); reading and writing theory; writing style; characteristics of CNF such as truth & honesty; memory & imagination, voice, narrative presence; literary devices (plot, characterization, setting, narrative technique, selectivity of detail, angle of perception or point of view); rhetorical context; audience and purpose; effective writing process; habits of writing; writing workshop; stages of revision; advice for writers; good writing criteria; myths about writers and writing; best writing practices, writing confidence.
WORKLOAD
This web course has no scheduled virtual class meetings, but it does require a fairly large time commitment for two reasons. Students are invited to immerse themselves in reading, reflecting, analyzing, responding, writing, imagining, revising, etc. All of the above are time-consuming activities, so a preparation of minimum 6+ hours per week can be expected. Also, students do not receive information from the instructor as they would in a face-to-face course, simply because there are few opportunities for live interaction. Accessing the proper information by reading, listening, or viewing course material and understanding what is required will also take time and focused attention. Most likely, this course will appeal to those students who feel passionate about writing and are serious about improving their skills.

REQUIRED TEXTS

	

	Root, Robert L., and Michael Steinberg. The Fourth Genre: Contemporary Writers of/on Creative Nonfiction. 4th. ed. New York: Longman, 2007.
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	King, Stephen. On Writing:

A Memoir of the Craft. 

New York: Pocket Books, 2002. 
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	Lamott, Anne. Bird by Bird: Some Instructions on Writing and Life. 

New York: Anchor Book, 1994.


BUYING BOOKS

Although all three books are currently available at the university’s bookstore in Bowling Green, you can buy either new or used copies from any other regular (Borders, Barnes and Noble) or online (amazon.com, ebay, half.com, abebooks, etc.) bookstore. However, if buy a new, shrink-wrapped copy of The Fourth Genre from Western’s bookstore, you will have free access to the publisher’s online tutoring service called mycomplab.com. Undergraduate students would especially benefit from the extra feedback offered by Longman’s trained writing instructors and are encouraged to take advantage of this opportunity. However, buying a new book and using the online tutoring service is not required. To save money, students are sometimes thinking of buying a previous edition of The Fourth Genre. Please be aware that older editions do not contain all of the required reading materials, so the missing items have to be obtained from friends who have current copies or from library databases if available. You can order your books online from Western’s bookstore by going to this URL: http://www.bookstore.wku.edu. 

AIMS AND OBJECTIVES OF THE COURSE

· An improvement of writing skills in general; more specifically, the ability to analyze and apply effective (fiction-writing) writing techniques for creating texts in creative nonfiction (also referred to as literary nonfiction, factual fiction, documentary narrative, the literature of actuality);

· Familiarity with what practitioners, scholars, and critics say about the various subgenres and purposes of creative nonfiction;

· An awareness that good writing is an authoring and crafting process made up of numerous steps and the ability to refine these steps and utilize the ones that work best for you;
· The ability to work collaboratively on written assignments and to give constructive feedback to peers using technical language to critique works-in-progress and to use peer and instructor feedback effectively to improve writing;
· Awareness of audience expectations and a basic understanding of reading theory and how it helps composing processes;

· An enhanced writing confidence and finding your own voice;

· A willingness and ability to reflect on your own lives through the process of reading and writing about others;

INSTRUCTOR’S ADDITIONAL EXPECTATIONS

· Write the best paper(s) of your life and make your instructor famous by submitting something for publication (; I collect student acknowledgments—not stamps, coins, beanie babies, etc.
· Have your own individual goals, agendas, and projects that you are working towards in this class, challenging yourself all the time;

· Learn something about writing that you have not had a chance to learn until now and that you consider important to learn before you graduate;
· While experimenting with form, content, style; be involved in self-exploration and self-discovery.

· Show the reader how your mind works.

· Never stop drafting. Get into the habit of writing something every day. 

INSTRUCTIONAL METHODS

The course is based on the social constructivist approach to instruction, which states that meaning is not privately constructed, but is generated by social interaction. Students form a knowledge-generating community and learn in collaboration with one another. They learn by reading and reflecting on the assigned texts, participating in class or group discussion, asking questions, and writing and rewriting papers. In our collaborative classroom, the instructor is only a facilitator, setting up an environment for students to work together on all stages of the writing process. Since this is a skills course, there are no lectures. The content information comes from reading the course books. 
COURSE PROCEDURES

So how will this course work? What can you expect to do in this class? To put it in the most simplistic way, you read the theory, read examples of the genre of CNF, discuss the readings with your peers, draft your own pieces using the course books’ essays as your model, give and receive multiple feedback on papers, and revise papers based on that feedback for the final portfolio. The sequence will then be repeated. 
TIPS FOR A SUCCESSFUL START OF THE SEMESTER
To be successful in this course, first you need to read the entire Syllabus very carefully! Once you have understood the logic and rhythm of the course as described in this document, you will use the Course Calendar as your guiding principle. Since the instructor will not remind you about assignments and due dates, you will have to follow the Course Calendar meticulously. This central document provides you with a day-to-day schedule, indicating not only which assignments need to be completed by when, but also where and how they have to be submitted for grading. 
ASSIGNMENTS

This course utilizes the following types of assignments: reading assignments, writing assignments, reading responses, contribution to class discussion, peer review, and quizzes which will not be part of the overall course grade. Assignments are submitted through Blackboard’s (BB) Discussion Board (DB) and/or through Assignments. The Course Calendar provides information about what to post when and where. Failure to post an assignment in the appropriate format or at the appropriate virtual place will result in a failing grade on that assignment. Accurate and meaningful subject lines are crucial when posting assignments. Individual posts in forums and threads must be kept neat and aligned.

Since most of the assignments are based on collaboration, students are strongly encouraged to work in close contact with their group members throughout the semester. At the end of the semester, peers will submit a confidential evaluation to the instructor about their group members’ performance. Students BB postings will continuously be monitored, even if the instructor doesn’t leave a message in response to the posted assignment. Please note that postings will be read randomly. The instructor will not read every word students write for this course. That would physically be impossible for any writing instructor at WKU. Consequently, the quality of students’ posts has to be consistent. When feedback is given on major paper assignments, the instructor will read the piece carefully and go into much detail in her comments before she is ready to schedule an optional phone conference with students. Accommodating students with the desired conference schedule time and providing detailed feedback is a lengthy process, so some student might receive feedback ten days or later after their submission. Grades and feedback are accessible through BB’s Gradebook. Extra credit can be earned by doing more work than required, i.e. reading optional essays, giving more feedback, doing more writing exercises than required.
WRITING ASSIGNMENTS

There are two major essay assignments in this course: one short (Brevity) piece (500-750 words) and one longer one (2000 words). Students will prepare at least four initial rough drafts for the short paper and two for the long one. Group members will help peers to decide which one of the multiple drafts to revise, submit for a grade, and include in the final portfolio. During the workshop cycle, students give and receive feedback to help their revision. Major papers will be critiqued only once by the instructor, but students can revise their papers as often as they like until the portfolio due date. Students are expected to write papers because they have something to communicate and not because an assignment is due or they need credit to graduate. Students are invited to take risks, leave their comfort zones, experiment with writing, and try new forms, styles, genres, and tones in their assignments. They will never be punished if something doesn’t work, as long as they write something else that does. 

PAPER FORMAT AND ACCURACY

The usual formatting (double spacing, one-inch margins, etc.) required for research papers in f2f courses is irrelevant in this course. Word files will be distorted in BB unless you use HTML. Paper will be posted as individual threads in the message box. Papers that are posted as attachments only will not be evaluated or graded. Electronic papers should be single-spaced. Instead of first-line indentation, please leave a line blank between paragraphs. 

All assignments, including Discussion Board reading responses, personal folder postings, peer feedback, etc. have to be well composed, spell checked, and proofread—even if your tone is otherwise informal. All writing has to be “premeditated.” Do not post spontaneous comments that may contain typos or surface errors unless you are satisfied with a low course grade. When you edit your drafts, remember that you cannot rely on your spellchecker only. If you do, this is what you might get: “Wile it will tell ewe that a word is miss pelt, it will knot tell yew if it is the core wrecked ward.”

GRAMMAR

This course was not designed to help students with your grammar and usage skills or to provide them with systematic, structured grammar instruction. If this is contrary to your expectations, you probably signed up for the wrong course. It is assumed, however, that students have fairly sophisticated language skills at this level. If you are making mistakes because you are not familiar with the rules, you can always learn them now from the following grammar books: Strunk and White’s The Elements of Style and exercises by Diane Hacker. Consistent grammatical mistakes in your assignments will prevent you from getting a good grade in this course. If you have mistakes in your portfolio drafts, I will not be able to give you an “A” even if your writing is otherwise superb.
READING ASSIGNMENTS

Reading assignments come from two major sources: (1) From required course books and other published print or electronic materials and (2) From peers’ essays and DB contributions. To pass this course, students will complete all reading assignments and provide evidence that they have done so. Posting a well-composed, extensive (300-word) reading-response on the DB is the easiest way to prove this.

DISCUSSION BOARD POSTINGS

Major writing assignments have to be posted both in the Grading Folder on the DB and through Assignments. Papers that are not posted in this folder will not be read and evaluated.

Asynchronous Discussion Board postings serve the same purpose as class/group discussions in a face-to-face environment. It is expected that students contribute to class and group discussions regularly according to the guidelines below. The frequency, length, and depth of your postings count towards your participation grade. 
Reading-Responses: The purpose of reading-responses is to facilitate maximum learning for you and your peers. You will respond to each piece of reading in a separate post. Your initial post to a text should be no less than 300 words and must contain enough material to convince the instructor that you have read and engaged the text and carefully considered the issues it discusses. At the end of your post, you will raise a question or controversial/problematic point that will elicit further discussion. Your posts should be well composed, clear, accessible, smart, and error-free. We are looking for breadth and depth in these posting for a good grade. Your posts should include citations from the text or elsewhere to better support your argument. When reading actual creative nonfiction pieces (as opposed to reading about the theory), your goal is to analyze them critically as you would other pieces of literature and to see what you can learn from these pieces that will help your own writing and writing process. 

Responses to Peer Postings: Regardless of the type of assignment, class and group discussions have to be real and meaningful. As soon as peers’ responses are available, you will read all group members’ postings and respond to at least two of them. These responses are a couple of paragraphs in length each. You can answer their questions and/or respond to interesting ideas in their posting. Please avoid clichés and “padding” in these responses. Comments like “Thank you for sharing,” “What a great idea,” “I found your response really intriguing,” or other general statements without specific additional information, will not help the discussion or your grade. Do not just restate their argument; expand it. Personalize your posting and avoid giving the same response to several peers. If you give substantial responses to more than two group members, or maintain an extended intelligent discussion with the same group member, or participate in other groups’ discussions, you will get extra credit. 

Labeling and Formatting DB Posts: It’s important that you pay special attention to how you label your postings on the DB and BB in general. Reading responses should indicate the name of the author in the subject line and not the number of the assignment, name of student, due date, or the calendar week. 
In general, your post should unambiguously indicate to the viewer what information s/he will find by clicking the link. 
Rarely, you might have to save your paper as a Word document. In this case, please use the following guidelines for file names: Last name, underscore, first name, underscore, symbol of assignment type draft. For example, the file name “szerdahelyi_judith_P1D4” would indicate that it’s my Paper 1 draft 4. 
All posts in class, group and personal folders have to be aligned. If you post something misaligned, please repost your message. Messy, misaligned folders will receive a grade reduction.
QUIZZES

Some assignments, such as the Silly Syllabus Quiz and the Student Information Sheet, come in a quiz format, but they will not be evaluated as such. In fact, they will not be part of the final course grade, although their completion is mandatory.

DIGITAL PORTFOLIO

Instead of taking a final exam, students will compile an electronic writing portfolio (website, blog, or wiki) for this course. This end-of-term portfolio stands as the record of your development as a writer, reader, and critical thinker. It also shows your involvement in the course. Not preparing a portfolio equals a failing grade. Incomplete portfolios will not be accepted and will not be graded. In addition to posting their portfolios online, students will submit a copy of their portfolio content on a CD in an appropriately labeled case for my own records. You can send this to me via regular mail towards the end of the semester or drop it off in person at the English office.

	Tentative Checklist for Portfolio
	(

	Letter to the reader (arguing for a grade + self-evaluation + reflection on what you have learned in the course + explaining changes between drafts, etc.) 
	

	List of Extra Credit assignments + reference to location of evidence
	

	Revised Paper 1 (final draft)
	

	Revised Paper 2 (final draft)
	

	Your best writing exercise
	

	Confidential Letter about peers’ performance to be sent to me via email
	


LIST OF CLASS REQUIREMENTS

 A short (“Brevity”) piece (500-750 words) with four initial rough drafts and with substantial multiple revisions of one piece.

· A long piece (2000 words) with two initial rough drafts and substantial multiple revisions of one piece.

· Meaningful participation in class and group discussions and activities

 Evidence of completing all reading assignments by extensive and insightful reading-response postings (min. 300 words) on BB’s Discussion Board by due date

 Short writing exercises from a list under BB’s Assignments section

 Meaningful, constructive feedback on peers’ essays (i.e. substantial, concrete suggestions to help peers’ revision; write letter to all group members + two anonymous)

 End-of-term digital portfolio (possibly a personal/professional website with a reflective video file)

 Improved technology skills to enhance your future courses, career, etc. (through a video or website project: digital storytelling with photos and other multimedia applications, video memoir, etc.)

 For graduate students, an additional (research) project 
There are no exams in this class, only due dates for reading and writing assignments. The final digital portfolio is submitted as final exam. To pass the course, students have to complete ALL assignments and meet all course requirements. Grades will be based on the quality of students’ work and not on effort. Students’ work (papers, portfolio, reading-responses, feedback, etc.) will be assessed holistically; however, rubrics posted under External Links will help guide student writing. Only major papers receive letter grades in this course. They should be considered “grades-so-far,” which could improve with each revision until papers are regarded in the final portfolio. Other assignments (such as reading-responses, short writing exercises, etc.) receive either full credit, half credit, or no credit. Students should keep track of their grades and progress in general by using the Assignment Checklist posted under Assignments. Although there are very few grades in this course, students should never have to wonder about their performance. Everybody can compare his/her work to that of others’ in class by visiting others’ Personal Folder on the DB and by looking at the examples provided. Please keep all documents and feedback with grade until the end of the semester.

GRADUATE (RESEARCH) PROJECT

If you are NOT a graduate student, you can skip this paragraph. Graduate students will do an additional project for this course to fulfill course requirements. By the end of the third week, graduate students will write a detailed proposal about their project and post it in their personal folder for instructor comments. Projects have to be approved by the instructor. These research-based projects have to be related to creative nonfiction and further students’ career goals. If you are going to teach in secondary education, you can do a project that will help your teaching. You choose a topic relevant to teaching writing in your context, then research it, and come up with a product. You are not writing a research paper though. Your product can take many shapes and forms, including notes, journal entries, assignment descriptions, annotated bibliographies, and a set of web URL’s grouped by categories, etc. For example, you might want to think about how you can teach creative nonfiction to your middle school students. What are the best practices to teach them how peer feedback works? How can you get them to revise meaningfully? What kinds of genres would they enjoy most? What concrete assignments would you give them? How do you teach them to accept constructive criticism? These are just a few questions to consider, but you can propose whatever seems most useful to you. 

GRADES

Final course grades are based on the following approximate distribution:

	1. 
	Portfolio cover letter (or reflective movie) 
	10%

	2. 
	Revised Paper 1
	20%

	3. 
	Revised Paper 2
	20%

	4. 
	Participation (class and group discussions, DB postings, reading assignments, reliability as a group member, improved technology skills, etc.)
	20%

	5. 
	Writing exercises
	15 %

	6. 
	Feedback
	15 %

	7. 
	Total
	100 %


GRADING SCALE

A is excellent; B is good; C is satisfactory; D is poor but passing; F is failure.

Percentages: 90% to 100% = A; 80% to 89% = B; 70% to 79% = C; 60% to 69% = D; 59% = F
COURSE POLICIES
DEADLINES

Most of this class involves students directly in writing and responding in small and large groups. Missing deadlines might have a negative effect on peers’ performance, especially during the workshop cycles when students have to post their own work in time for others to critique and when students have to give feedback on peers’ papers in a timely manner so that peers can revise for a better grade. Missing workshop deadlines and not granting peers enough time to give or receive feedback will have serious consequences, including a low participation grade. If you somebody is forced to miss an assignment due to illness or an emergency, I’d rather that he/she post a reading response late than a workshop draft or feedback letter. Students are expected to notify both their workshop group and the instructor if “life happens” and they need an adjustment. Three late postings for reading responses are allowed without penalty as long as students keep all involved parties informed. Please note that keeping the communication channels open is crucial in this course.

CODE OF ACADEMIC INTEGRITY/PLAGIARISM
This class is held in accordance with the academic integrity policy of WKU. (See Undergraduate Catalogue p. 26.) Violating this policy will result in a failing grade for the course. For Plagiarism FAQ, see Composition Program’s website. 

ADVICE FOR FIRST-TIME ONLINE STUDENTS
Are you ready to learn online? Find out by filling out a Student Skills Quiz and the Technical Skills Quiz. Additional resources to decide whether you are ready to study online or not can be found by visiting the following links: eLearner Advisor 
If this is your first web course, please check out the following link to find out what you can expect and how to be better prepared. The link is helpful for routine online students, too.
http://www.wku.edu/Dept/Support/AcadAffairs/CorrStudy/Tutorial/TutorialMain.htm
For more helpful tips to succeed in an online course, please check out “Ten Tips and Trick for the Online Student” by Mark Evans. (Available at http://techlearning.com/showArticle.jhtml?articleID=20900591. If the link doesn’t work, google it.)

STUDENT SUPPORT SERVICES
Student Disability Services: Students with disabilities who require accommodations (academic adjustments and/or auxiliary aids or services) for this course must contact the Office for Student Disability Services, Room 445, Potter Hall. The OFSDS telephone number is (270) 745-5004 V/TDD. Please do not request accommodations directly from your instructor without a letter of accommodation from the Office for Student Disability Services.
The Writing Center Consultants at the Writing Center can provide useful feedback on students’ writing. Visiting the Writing Center at least once with each major essay is encouraged. Getting a fresh perspective on a piece or help with grammar or other writing-related issues is usually appreciated by students. Locations of Writing Centers are as follows: Cherry 123, Helm Library Reference Room, and The Learning Center DUC Annex A330. Appointments are encouraged. You may schedule your appointments online anytime at http://www.rich15.com/wku or call 745-5719.
mycomplab.com: Students who decide to buy a shrink-wrapped copy of The Fourth Genre are entitled to use the online tutoring service available at mycomplab.com. It is each interested student’s responsibility to obtain information about how this service works and how to register for it. Using the service is optional. 
TECHNICAL ASSISTANCE
In an online course, students need to have access to a computer with reliable and preferably high-speed Internet access. They also need to know who to ask if there is a technical problem. The information below will help you prepare for your online course.
WKU Email: Since we are dealing with technology, technical problems are bound to occur. If your WKU email account/login isn’t working by the first day of classes, you need to email ReachU@wku.edu or bbhelp@atech.wku.edu, call 1-800-544-2280 or 270-745-2106, or visit WKU Account Manager Website. You must know your WKU ID number and PIN to access your WKU Email Username and Password. 
Blackboard: For online technical support in our course management system, go to http://bbhelp.wku.edu or BBHelp, call the HelpDesk at 270-745-7000, email bbhelp@wku.edu or fill out Request Form about any computer-related issue. If you ask for a “remote,” the IT consultant will take control over your computer and fix the problem as it is occurring. It is also helpful to locate some computer guru friends and relatives who can help you out when you have questions. Emailing the instructor about a technical problem is important in order to raise awareness, but it’s the IT HelpDesk that will actually find a solution to your technical problem, not the instructor. It is your responsibility to fix technical problems so that your participation in the course is smooth. 
Tegrity: This multimedia platform is used by instructors to create video/audio content for online delivery. There are two version of Tegrity: the old Tegrity and Tegrity Campus 2.0. The latter has made the old system obsolete. However, your instructor created several important video files using the old system. Test your computer and see if you are able to watch old Tegrity videos. Copy and paste the following link into your browser’s address line: http://sessions.tegrityonline.com/_wizard/?Build=2713&liveTest=0. 
Be sure to allow pop-ups from Tegrity. Tegrity Campus 2.0 is now embedded in all WKU web classes as a navigation button on BB. For further information on how to troubleshoot viewing problems, please check out the Tegrity Campus site. For video tutorials for the new system, check out WKU's TSOnline page.
TECHNOLOGY PREREQUISITES
Computer Skills: You should be familiar with keyboarding, operating systems, browsing, downloading multimedia files from the Internet. You should know how to save your work, how to cut and paste, and how to manage files and folders, and how to send/read email messages. If you feel that you need to learn basic computer skills before the course starts, please ask the librarian’s help for online resources or solicit help from a friend or relative. Unfortunately, the instructor will not be able to assist you in explaining how to use standard features of a software package. Students who are willing to experiment with technology and figure out on their own how something works are very much appreciated.

Course information will be available to students in three formats: text, audio (including podcasting), and video. To enjoy maximum flexibility with accessing course information, students need to be familiar with certain e-concepts and obtain recommended software and hardware for their PCs. If you are a Mac user, please contact the HelpDesk for advice on PC-equivalent applications.
E-Concepts: wiki, e-portfolio, blog, e-book, downloadable audiobook, podcasting, vodcasting, video chat 
Software: Please update to the latest version of each of the following mandatory software application. 

MS Office including MS Word , Internet Explorer 7, Adobe (Macromedia) Flash Player 9, Adobe Acrobat Reader 8, iTunes, QuickTime, Windows Media Player, Real Player, Norton AntiVirus or McAfee Antivirus program
Recommended: Skype, Yahoo Messenger, Windows Movie Maker, Audacity. 

Since Microsoft Office is supported by the university, this course requires its use also. Works will not be accepted. Whether you are using MS Word or another word-processing program, BB will distort your document formatting (such as spacing, indentation, bold, italics, etc.) when copying and pasting text into a DB message box. If you want to maintain proper formatting in BB, you need to use basic HTML tags. 
Hardware: Computer, reliable Internet access with broadband connection speed, flashdrive, webcam, 
Recommended: iPod or MP3 for those who want to view or listen to course information while multitasking.
Skills and Knowledge: Blackboard 7, Webmail

 HYPERLINK "http://sessions.tegrityonline.com/resources/democenter/CondensedARTH/Class/Default.htm" , Topnet, Tegrity, Tegrity Campus 2.0, Blogger, Wikispaces, PBWiki, Geocities, Google Video, YouTube. 
Recommended: Digital Library in association with Overdrive Media available online at Bowling Green Public Library, NetLibrary, online texts, Gmail, Firefox, iTunesU, MP4

Video Tutorials 

Video Tutorials will help you learn how to use various applications: Blackboard 7, other popular applications, Tegrity. 

GUIDELINES FOR USING BLACKBOARD IN THIS COURSE
Once you have logged in to Blackboard and clicked on this course, you will explore the instructor’s postings by clicking on each navigation button. The labels make the navigation buttons self-explanatory and indicate what kind of information can be found in that section of the course. 

Start Here: When logging in to BB for the first time, click the Start Here button. It will give you a list of is what you need to know on the first day of class. 
Syllabus: The Syllabus navigation button will allow you to read about the course policies and procedures. It also includes staff information with contact information and links to technical support. The Syllabus is available in a variety of document formats (Word, RTF, PDF, HTML). 
Course Calendar: The Course Calendar gives you a day-to-day assignment schedule with information about when, where, and how to submit homework. The Course Calendar is available in a variety of document formats (Word, RTF, PDF, HTML). 
Announcements: By clicking Announcements, you will receive updates course procedures and must-have information. I expect you to check BB’s Announcements at least once a day for new postings and information. 
Assignments: The Assignments button contains a description of all your writing and reading assignments (Paper 1, Paper 2, Writing Exercises, etc.). Major assignments (such as Paper 1 and Paper 2) have to be submitted through Assignments for the sake of confidentiality. The instructor’s feedback on these assignments and a “grade-so-far” will be available through the Gradebook. 
Course Documents: Under Course Documents, you will find documents that help your understanding of specific assignments, such as examples, rubrics, etc. 
Tools: Using the Tools button, you can navigate to the Gradebook, peers’ BB homepages, and your personal information.

External Links: Clicking this link will take you to useful websites and resources.

Tegrity Classes: This section includes video files to help students understand assignments, procedures, etc.
Discussion Board: By clicking the Communication navigation button, you can reach the Discussion Board, which we use for (1) posting assignments and (2) for communication via the Questions and Comments forum. If you have questions about the course, this is where you post them. I encourage everybody to answer peers’ questions with the correct information for extra credit. The Questions and Comments forum should be checked on a daily basis. To post assignments on the DB, there are three kinds of “folders” or forums: personal folders, group folders, and class folders. Your personal folder is a forum with your name. Check the Course Calendar for information about which assignments should be posted in which folder. 
TECHNOLOGY GUIDELINES AND ADVICE FOR USING COMPUTERS

WKU Email Account: Western assigns you an email account when you register for courses. You must use your WKU e-mail address to receive regular course updates. Your email address has to be consistent throughout the semester to avoid communication problems. When your instructor sends out and “all-class” message, it will go to your Western inbox. Checking your messages on a daily basis is also vital in this course.
When to Email the Professor? If possible, use BB’s email function to send messages. Please remember that email is used only to declare emergencies in this course. Do not ask routine questions via email and do not send your professor assignments via email. 
How to Send Email Messages? Should you have an emergency, please follow these guidelines. Fill in the subject line of your email. Always type “Eng” and the appropriate course number, e.g. “401G” followed by a colon. It will look like this: “Eng 401G:”. After that, specify the topic of your message, e.g. “Sick Today,” “Need Extension,” “Problem with Internet access,” “SOS help,” or “Family emergency,” etc. This will help your professor not to overlook your message. Before sending off your message, please sign your full name and include what course and section you are in. Messages without the above information will be ignored. “jabrow2@wku.edu” or “Jane from your English class” does not give the instructor adequate information to respond in an efficient manner. Creating your signature file would be helpful since it goes out with every message you send. Additional information about what guidelines to keep in mind when emailing a professor can be found in this informative blog.
Creating Your Signature File: A signature file is a text file that goes out with every message. It usually appears at the bottom of the computer screen. The instructor’s signature file looks like this:
	Judith Szerdahelyi, Ph.D.

Assistant Professor of English

Western Kentucky University

16B Cherry Hall

Vox: (270) 745-5765

Fax: (270) 745-2533

1 Big Red Way

Bowling Green, KY 42104
http://www.wku.edu/~judith.szerdahelyi


Your signature file will probably include different information. For example, disclosing your phone number and address may not be relevant or desirable for your purposes. On the other hand, including your course and section number and whether you are a graduate or undergraduate student would be important, at least from your instructor’s point of view. 
Legal Issues: Our e-mail system serves academic purposes only, and all rules of privacy apply. Please do not use another person’s email address, electronic resources, or information in an unlawful manner. Do not disclose another person’s email address and/or other personal information to a third party and do not use academic networks for commercial or proprietary work. Sending chain letters through the Internet is illegal and can have serious consequences. Please be advised that e-mail is not a private form of communication, therefore instructors are constrained by federal law from discussing individual grades in detail via insecure methods such as e-mail. To send this kind of information over the Internet, instructors need students’ previous signed permission. You can give me permission to do so in the Student Information Sheet, one of the initial assignments in this course.
Netiquette: Please follow Netiquette guidelines as described in Western Kentucky University Computing Ethics Policy when you work or communicate online. Refrain from spamming, flaming, etc. Please be courteous with your peers and professor at all times. Other Netiquette resources are available from Microsoft, NetManners, Vanderbilt, Yale, Indiana U
Viruses: To protect ourselves from viruses, it’s crucial that students have an antivirus program on the computer they use to submit assignments and that they keep the virus definitions up-to-date. Computers, external hard drives, flash drives, disks, etc. should be scanned for viruses frequently and regularly for your everybody’s safety. Since assignments are due on BB, there is no need to send homework assignments to the instructor via email, especially not as attachments, which often support the spread of viruses. Email attachments will not be opened. Document text can be copied and pasted in the into the message box on both BB and email if necessary. 

REMINDERS
· To improve your writing skills, you have to write, write, write, and revise. Writing improves only by writing. 

· This class has numerous assignments to be completed on the internet that will require a fast connection (working with internet based video and audio-files). Please plan completing these assignments well ahead of time.
· When you choose your assignments, please refrain from pieces of fiction. What you write should be true and fact based.
· Don’t double-space your assignments online. 

· Don’t trust the spellchecker. Use your own judgment.

· Observe email etiquette. Use a salutation when writing to your professor and sign your email messages.

· When sending email, please specify subject in subject line: “Eng 401/G-A71: Sick today;” otherwise your email might be overlooked and left unanswered. 
· Don’t send attachments via email. Keep virus definitions up-to-date.

· This syllabus has been digitized. Look for hyperlinks and the “post-it” type additional information provided in the text box hovering above them.

· Play it safe and have several electronic and paper copies of your work.

ADDITIONAL COMMENTS

· This course is based on the assumption that students are responsible for their own learning. What you put in the course is what you get. It is your responsibility to make the course work for you and improve your writing skills wherever you are. If you decide to stay in this course after reading the syllabus, it is assumed that you agree to its terms, conditions, and requirements.
· The schedule and procedures in this course are living documents and subject to change in the event of extenuating circumstances. Changes will be announced under BB’s Announcements or via email.

· Should there be any loopholes in these rules, your instructor will decide the outcome and solution. 

· I wish you an enjoyable and rewarding semester. I’m doing my best to make this course fun for you. Good luck with your studies! 

( ( (
Comments or questions about this document should be directed to Judith.Szerdahelyi@wku.edu.
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