
                                  
 



  

Assignment Format 
Written assignments are to be typed, double-spaced, and stapled.  All assignments must have your name, 

course name, section number, and instructor’s name on the first page. When using sources in a paper, you 

will be expected to follow APA standards for documentation, as detailed in The Canadian Writer’s 

Handbook sections 37B, or Chapter 8 of Healthcare Writing. 

 
Submitting Assignments  
Assignments are due in-class on the date specified on the schedule.  Late assignments will be penalized 

a full letter grade unless I have granted you an extension.  You must talk to your instructor about 

extensions ahead of the due date; they are not automatic.  

 

In this course you will be required to submit the final version of each of your written assignments 

electronically, through OWL, to Turnitin.com. 

 

If necessary, please submit assignments to the Department of English and Writing Studies Drop Box 

outside of University College 2401, making sure you include both your instructor’s name and your 

section number. However, do not fax or email assignments. Also, be aware that you are responsible for 

keeping copies of all assignments submitted.  

 

Attendance policies 

Attendance at class is required to improve as a writer. Here is the Writing Studies attendance policy in 

this class: 

 

 You may miss up to three hours (the equivalent of one week of class) of class meetings during the 

term without explanation. That means that the first three class hours you miss will be recorded as 

absences but excused provided you don’t miss any more.  

 However, if you miss a total of four to nine class hours (the equivalent of up to three full weeks 

of class), your final grade will be reduced by 10% (e.g. an earned final grade of 80% will be 

reported as a final grade of 72).  

 If you miss a total of more than nine hours of class meetings (the equivalent of more than three 

weeks of class meetings) your final grade will be reduced by 15% (e.g. an earned final grade of 

80% will be reported as a final grade of 68).  

 

This policy will be waived only for medical or compassionate reasons. If you have good reasons for 

waiving an absence of one class meeting (e.g. if you’ve missed three hours, and need or want to miss 

another class meeting) discuss these reasons with your instructor within one week of that absence. If your 

absence is extended and prolonged (over one week of continuous non-attendance), then you should 

discuss it with your academic advisor in your home faculty, who may require documentation. That 

advisor may then contact all of your instructors. See also: ‘Medical Accommodation Policy’ below. 

 

Note: a class meeting missed in order to write a test, exam, or other form of ‘make-up class’ in another 

course will count as non-attendance, and will attract penalties as defined above if applicable. Instructors at 

Western University shall not require a student to write a make-up test or similar at times which conflict 

with that student’s other scheduled class times.  If you are asked or ‘required’ to do this, you should 

immediately contact an academic counsellor in your Dean’s office.  If you elect to miss a Writing class in 

order to write such a test in another class, that is your choice; your absence will not be excused. 

 

Attendance also extends to tardiness.  If you are more than 20 minutes late, you will be penalized an 

hour of attendance.  Please make every effort to be on time as late entry can disrupt the flow of discussion 

in our class. Early departures from class, which have not been previously arranged with the instructor, 

will also be counted as an absence. If you leave during the break, you will be docked an hour of 

attendance. 

 
 



  

Scholastic Offences, including Plagiarism 
“Scholastic offences are taken seriously and students are directed to read the appropriate policy, 

specifically, the definition of what constitutes a Scholastic Offence, at the following Web site:  

http://www.uwo.ca/univsec/pdf/academic_policies/appeals/scholastic_discipline_undergrad.pdf 

http://www.turnitin.com)/





