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Course Requirements 

Exam 
The exam will test the skills that you have developed over the course of the semester in terms of 
your writing ability (purpose, coherence, cohesion, style, and grammar) and your understanding 
of the fundamental elements of writing for professional communication as discussed in class and 
in course readings.  

Assignment Format and Submission 
In this course, you will be required to submit the final version of each of your assignments 
electronically, through OWL to turnitin.com and to provide your instructor with a hard copy in 
class the day the assignment is due. You are responsible for ensuring that turnitin has 
processed your assignment. Shortly after uploading your assignment, you should check your 
turnitin report. I will not grade any essay until I see the report. 

Hard-copy assignments must be typed, double-spaced, and stapled, and they must have your 
name, course name, section number, and instructor’s name on the first page. 

When using sources in an assignment, you will follow MLA standards for documentation, 
detailed in The Canadian Writer’s Handbook, chapter 36a 

Late assignments will receive a penalty of 5% per day, and they will not receive comments. To 
qualify for an extension, you must have a valid reason and contact your instructor prior to the 
deadline. Please see the medical accommodation policy below. 

If necessary, please submit essays to the English and Writing Studies Department Drop Box 
outside University College 2401. When submitting your assignment through the drop box, please 
use a cover sheet including only your instructor’s name, your name, and your course and section 

Assignment  Value Deadline

Assignment 1: Negative Message (up to 
1000 words)

10% October 4 
(in class)

Assignment 2: Persuasive Message with 
Visual (up to 1200 words)

25% November 8 
(in class)

Assignment 3: Formal Report exercise (up 
to 1250 words, excluding front and back 
matter)

30% December 6 
(in class)

In-class Quizzes (3 x 5%) 15% Week 3, 6, 9

Final Exam (written during Exam Period) 20% TBA

Total 100%



number (a cover sheet is not necessary for assignments that you give directly to the instructor in 
class). However, do not fax or email assignments. You must keep copies (electronic, paper, or 
both) 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. 

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. 

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 the University of Western Ontario 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 class in order to write such a test, that is your choice; 



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


academic accommodation for any work worth less than 10% must contact the instructor or 
follow the appropriate Department or course specific instructions provided on the course outline.  

“In arranging accommodation, instructors will use good judgement and ensure fair treatment for 
all students. Instructors must indicate on the course outline how they will be dealing with work 
worth less than 10% of the total course grade. In particular, instructors must indicate whether 
medical documentation will be required for absences, late assignments or essays, missed tests, 
laboratory experiments or tutorials, etc. Where medical documentation is required, such 

/univsec/pdf/academic_policies/general/privacy.pdf


Documentation from Family Physicians/Nurse Practitioners and Walk-In Clinics  
A Western Student Medical Certificate (SMC) is required where a student is seeking academic 
accommodation. This documentation should be obtained at the time of the initial consultation 
with the physician/nurse practitioner or walk-in clinic. An SMC can be downloaded at http://
www.uwo.ca/univsec/pdf/academic_policies/appeals/medicalform.pdf.  

http://www.uwo.ca/univsec/pdf/academic_policies/appeals/medicalform.pdf
/univsec/pdf/academic_policies/appeals/Academic%20Accommodation_disabilities.pdf
/health/psych/index.html


Statement on Gender-based Sexual Violence  
Western is committed to reducing incidents of gender-based and sexual violence and providing 
compassionate support to anyone who has gone through these traumatic events. If you have 
experienced gender-based or sexual violence (either recently or in the past), you will find 
information about support services for survivors, including emergency contacts, here. To connect 
with a case manager or set up an appointment, please contact support@uwo.ca.  
  
Other Student Support Services  
Registrarial Services http://www.registrar.uwo.ca  
Student Support Services https://student.uwo.ca/psp/heprdweb/?cmd=login 
Services provided by the USC http://westernusc.ca/services/  
Academic Support and Engagement http://www.sdc.uwo.ca/  

Intellectual Property and Copyright 
All instructor-written materials (e.g., PowerPoints, lecture notes, oral lectures) for this course are 
created solely for students’ personal use within the course and remain the instructor’s intellectual 
property. Further reproduction, fixation, distribution, transmission, dissemination, 
communication, or any other uses without securing the consent of the copyright owner (the 
course instructor) may be an infringement of copyright. You may not distribute, email, or 
otherwise communicate these materials to any other person. These limitations extend to 
recording, photographing, or sharing lectures (online or in-person) and lecture material without 
permission. Posting the instructor’s content from this course to online course sharing sites like 
OneClass or Course Hero without permission is both an infringement of intellectual property law 
and a violation of academic integrity guidelines. The instructor will pass these cases on to the 
Western University Ombudsperson or their Department Chair as appropriate.  

http://www.registrar.uwo.ca
https://student.uwo.ca/psp/heprdweb/?cmd=login
http://westernusc.ca/services/
http://www.sdc.uwo.ca/

