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INTRODUCTION

Welcome to PWR381! Please read this subject outline carefully. It is your guide to the subject requirements and activities in my class. The outline is also available at http://els.senecac.on.ca, and in Blackboard. It should be read in conjunction with the Addendum, also posted in those locations and handed out on the first day of class. 

Please note that I will be making extensive use of Blackboard as a learning tool during this course. Check it often for information and announcements. To be able to access Blackboard, you will need to obtain a Seneca ID Card. I will give you the forms for this, and you will need to go to the One Card office to obtain your photoID. 

SUBJECT DESCRIPTION

This course addresses the task of translating the languages of specialists for the use and comprehension of non-specialists. Students confront the problem of jargons and develop strategies to understand them themselves, and then to translate them for others.

Perhaps the most difficult task within larger institutions is that of understanding how “jargon” is an essential communicative strategy among specialized groups, especially those groups working in scientific and technological areas. This information needs frequently to be disseminated to a wide range of non-specialized readers, whether these readers work in another branch of a large organization or are some part of the general public. 

Communications and writing specialists are the key transmission points in this distribution of information, even though such specialists are by no means immune to being bewildered by jargon. Among the key sorts of texts addressed are scientific reports, judicial decisions, laws and regulatory statutes, technological briefs, and various sorts of statistical data and accompanying commentary.

However, this course deals with far more than jargon. It looks at the strategies for analyzing dense technical, scientific and institutional material in written form, and provides ways for breaking up that information into understandable bits, for better acquisition by the target audience. 

Be prepared for a lot of writing and reading!

LEARNING OUTCOMES

On successful completion of this course, the student will be able to:

· analyze different audiences and their communication needs; 

· read and understand complex genre documents from various institutions and industries;

· translate technical, scientific, and jargon-based documents into plain language;

· understand the importance to society of plain language writing

· write various types of documents and communicate a variety of information in a way easily understood by any particular audience

· peer edit text based on institutional documents.

REQUIRED TEXTS

There is no assigned textbook for this course. Instead, students will be required to obtain and refer to various types of institutional documents via library research and the Web. The instructor will provide access to other documents for study. There will be assigned readings.

Suggested texts for additional reading:

Information Anxiety, 2nd edition, by Richard Saul Wurman

Data Smog, by David Shenk

COURSE MATERIALS

Handouts will be provided by the instructor via Blackboard and the course website.

Students will be required to photocopy some writing exercises or other materials for peer edits and class review.

MODES OF INSTRUCTION

· Interactive media rich lectures

· Collaborative discussions

· Cooperative Learning

· Case studies

TOPIC OUTLINE

Basic Communication Theory

· Metacommunication

· Jargon

· Lexicons

· Genres: 

· Government

· Legal

· Regulatory

· Institutional

· Scientific

· Medical
· Military
· Communication Exercises

Principles of Plain Language & Rhetoric

· Content

· Context

· Subtext

· Audience Analysis

· Rhetorical Strategies for Translation

· Positive and Negative messages

· Persuasive messages; inhibitory and exhortatory messages

· Cause & Effect, Problem & Solution, Question & Answer

· Organization of information

· Chunking

Importance of Technology Transfer

· Methods

· Consequences

· Accuracy

· Authority

· Information Literacy

· Information Flow in technical & scientific disciplines

· Co-ordinating, nurturing, and linking information and audiences
Critical Thinking About Communication

· Bias, Agenda, Conflict

· Logic, Substance, Support

· Fact vs. Myth

· Emotional aspects of technical and scientific writing

· Readings: "The Fine Art of Baloney Detection" and "How To Tell What Is Science from What Isn't” 

Ethical Technical, Scientific & Institutional Communication

· Who’s paying the bill?

· In the public interest

· First do no harm

ASSIGNMENTS & EVALUATION

· Weekly writing exercises with peer edits [30%]

· Based on assigned readings, write 2 one-page documents that reflect the content and context of the readings, for editing by peers. Submit in 4 copies – one to each of 3 peers and one to instructor. Peers will award marks based on published criteria. Instructor will review and grade results.

· Three short problem sets [20%]

· Using various institutional documents, answer questions based on content, context, and meaning.

· One translation/mediation project [30%]

· Write a plain language version of a genre document, for the general public.

· Editing challenge: Edit for plain language a complex institutional document using proofreaders’ marks

· Under time pressure, edit a 2-page document. [10%]

· Lexicon: identifying, defining, and cataloguing the key lexical units of a specialized language [10%]

· A comprehensive lexicon of words and meanings from a genre document.

· Bonus marks for writing a popular document (article, press release, Op-Ed, etc.) based on a complex genre document.

Total word count of assignments: A minimum of approx 2500 words.

TENTATIVE SCHEDULE

Assignments are in BOLD

	Date
	Teaching Topics and Assignments

	Week 1
	Sep 
7
	Introduction to Digesting Technical Information; Techniques of Analysis

	Week 2
	Sep 14
	Jargon; Glossary entries, Class Wiki; peer edit

	Week 3
	Sep 21
	Plain Language; Writing for Organizations and Institutions; peer edit

	Week 4
	Sep 28
	Targeted writing exercises on specific topics with in-class analysis; peer edit

	Week 5
	Oct  5
	Writing, and analysis of specific topics; peer edit

	Week 6
	Oct 12
	Problem Set #1 – in-class; Technology Transfer

	Week 7 
	Oct 19
	Critical Thinking about Technology; peer edit

	Week 8
	Oct 26
	Editing challenge – in-class; 

	Week 9
	Nov 
2
	OHIP Schedule of Benefits; Lexicons; peer edit

	Week 10
	Nov 9
	Problem Set #2 – in-class; Genres and Characteristics

	Week 11
	Nov 16
	Problem Set #3 – in-class; Writing workshop

	Week 12
	Nov 23
	Bias and Ethics; final peer edit

	Week 13
	Nov 30
	Written piece due – translation (750 +/- words); Wrap up and final discussion


GRADING POLICY                   
Grade
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STANDARDS

This is a course based on understanding the nuances of different forms of communication. Its value to you depends upon your participation in class, and your diligence in completing the readings and assignments. Your mark will be made up of marks for your involvement in class discussions, evidence of knowledge of the topics discussed, and attendance.

ATTENDANCE

Consistent attendance is important for success in this subject. If you are absent from class, you are still responsible for the material and assignments. ALWAYS check Blackboard for class notes and announcements.

STUDENT/FACULTY CONSULTATION OUTSIDE CLASSROOM HOURS

Students are encouraged to consult the professor with subject-related questions outside class time. To arrange a consultation at a mutually agreeable time, students should speak with the professor during regularly scheduled classes, by telephone, or through e-mail. 

My office hours are usually 1 hour before each class, and at other times by appointment. Scheduled office hours are posted on the bulletin board outside my office, Room 2100 in the SEQ building. I am available via e-mail, and as necessary by prior arrangement.

CLASSROOM MANAGEMENT

No recording devices of any kind are permitted in the classroom without the express permission of the instructor. Cell phones should be turned off when you enter the classroom. Notebook computers are acceptable when permitted by the instructor.

INFORMATION TECHNOLOGY ACCEPTABLE USE POLICY AND PROTOCOLS

Faculty and students are reminded that College correspondence should only be disseminated electronically through official College-provided e-mail. Alternate e-mail addresses, such as Yahoo mail, or Hotmail mail, are not authenticable through Seneca. See the Student handbook for further information about the College’s Information Technology policy.

COMMUNICATION: BlackBoard – The course makes extensive use of the BlackBoard course information management system and the course web page in each class. Please consult them for all information regarding the course, especially for assignment specifications, lecture notes, and announcements. Should circumstances require cancellation of class for any reason, an announcement will be posted in BlackBoard and on the course web page.
ACADEMIC REGULATIONS

Students are responsible for being aware of college regulations in the Seneca Academic Policy Handbook. 

CHEATING AND/OR PLAGIARISM

See Section 9 and Appendix  E - Seneca College Academic Policy

Cheating and/or plagiarism are offences which will not be tolerated by the College.  Such offences occur when a student violates the procedures governing the administration of examinations, tests or other means of evaluating student achievement in a subject or program. 

DISCRIMINATION AND HARASSMENT

All students and employees have the right to study and work in an environment that is free from discrimination and/or harassment. Language or activities that defeat this objective violate the College Policy on Discrimination/Harassment and shall not be tolerated. Information and assistance are available from Resolution, Equity and Diversity Centre.  For more information on Student Rights and Responsibilities, please consult the Student Handbook.

ACCOMMODATION FOR STUDENTS WITH DISABILITIES

The College will provide reasonable accommodation to students with disabilities in order to promote academic success.  If you require accommodation, contact the Counselling and Disabilities Services Office at ext. 2900 to initiate the process for documenting, assessing and implementing your individual accommodation needs.

STUDENT APPEALS

Students must keep all assignments (including drafts and outlines) and exercises until they have received their final grade.  No appeal will be considered unless a complete file is submitted at the time of appeal.  A lost assignment is no excuse.

If a student disagrees with the evaluation of an assignment or with a final grade, s/he must first discuss the matter with the professor in an attempt to resolve the disagreement.  If the matter is not resolved, at this point the student should go to the Professional Writing Program Office at 301 Calumet College and submit a Grade Reappraisal Form. 
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