


Course Requirements and Grade Allocations 

Assignment #1: Negative message with positive emphasis  20% 
(up to 750 words) 

Assignment #2: Proposal with visual     25% 
(up to 1200 words) 

Assignment #3: Formal report with visual     40% 
(1200-1400 words, excluding front and back matter) 

Sentence Grammar/Structure Test (online on Owl site)   15% 

Course Policies 
Assignment Format 
All assignments are to be typed and must have your name, course name, section number, 
and instructor’s name on the first page. Do not use a cover page; these are particularly 
unnecessary for online submissions. When using sources in a paper, you will be expected 
to follow MLA citation practice. See Rentz, Lentz, and Campagna, Reference Chapter B, 
and The Canadian Writer's Handbook: Second Essentials Edition, Appendix B. 

Submitting Assignments 
Assignments are due on the dates specified in the syllabus. Late papers will be penalized 
at 2.5% per day unless 





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

http://www.uwo.ca/univsec/pdf/academic_policies/appeals/scholastic_discipline_undergrad.pdf
http://www.turnitin.com
/univsec/pdf/academic_policies/general/privacy.pdf


MEDICAL ACCOMMODATION POLICY 
“The University recognizes that a student’s ability to meet their academic responsibilities 
may, on occasion, be impaired by medical illness. Illness may be acute (short term), or it 
may be chronic (long term), or chronic with acute episodes. The University further 
recognizes that medical situations are deeply personal and respects the need for privacy 
and confidentiality in these matters. However, in order to ensure fairness and consistency 
for all students, academic accommodation for work representing 10% or more of the 
student’s overall grade in the course shall be granted only in those cases where there is 
documentation indicating that the student was seriously affected by illness and could not 
reasonably be expected to meet their academic responsibilities. 

“Documentation shall be submitted, as soon as possible, to the appropriate Dean’s office 
(the Office of the Dean of the student’s Faculty of registration/home Faculty) together 
with a request for relief specifying the nature of the accommodation being requested. 
These documents will be retained in the student’s file and will be held in confidence in 
accordance with the University’s Official Student Record Information Privacy Policy. 
Once the petition and supporting documents have been received and assessed, appropriate 
academic accommodation shall be determined by the Dean’s Office in consultation with 
the student’s instructor(s). Academic accommodation may include extension of deadlines, 

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


Documentation from Student Health Services 
At the time of illness, students should make an appointment with a physician/nurse 
practitioner at Student Health Services. During this appointment, request a Student 
Medical Certificate from the Physician/Nurse Practitioner. 

Documentation from Hospital Urgent Care Centres or Emergency 
Departments 
Students should request that an SMC be filled out. Students may bring this form with 
them, or request alternative Emergency Department documentation. Documentation 

/univsec/pdf/academic_policies/appeals/Academic%2520Accommodation_disabilities.pdf
/health/psych/index.html
http://www.registrar.uwo.ca
https://student.uwo.ca/psp/heprdweb/?cmd=login
http://westernusc.ca/services/
http://www.sdc.uwo.ca/




Discussion Topic: You work as a student intern in the office of the CAO (Chief 
Administrative Office) in Mediumtown. The Chair of the Committee of 
Adjustment (which is composed entirely of volunteers) sent the attached letter 
(see Forum) to the CAO, and the CAO has asked you for a preliminary analysis 
of the primary audience for the City’s response. What can you learn about the 
letter writer from the letter itself, and what would you recommend the response 
look like on that basis? Do other audiences need to be considered? 

Unit/Week Three (September 26-October 2) 

Building positive relationships through communication: goodwill 
   

Read:  RLC, Chapter 6, “Building Positive Relationships through 
Communication” 

   RLC, Reference Chapter A, pp. A-2 to A-13 
   CWH, Section 15 

Discussion Topic: 







   
Read: RLC, Chapter 11, “Researching and Writing Reports” 

   RLC, Chapter 12, “Creating the Right Type of Report” 

*Assignment #3 submission due by 11:55 p.m. on Thursday, December 8 
(last day of classes) OR as directed by your instructor 


