TEMPLATE for Instructors' First Day Handouts: All elements are required unless otherwise noted as recommended, optional, or to be included if appropriate. Be sure to remove this comment and others that are in parentheses and brackets from your final version.] 

PRINCE GEORGE'S COMMUNITY COLLEGE 

Welcome to EGL101 Online 

INSTRUCTOR
[Title and Name]
[Rank-optional] 
[Department name] 

OFFICE: [A- 313] 
PHONE NUMBERS: [instructor's phone number] 
[department phone number] 
EMAIL ADDRESS: [instructor's email address] (optional) 
OFFICE HRS: [show days and times and location, if different than office] 

TEXTBOOKS
Edward Dornan and Robert Dees. Four In One. 3rd ed. 
Diana Hacker. Rules For Writers. 5th edition. 

OTHER REQUIRED COURSE MATERIALS (include, if appropriate) 

COURSE DESCRIPTION 
EGL 101.Composition I: Expository Writing: University-parallel freshman English. Fundamentals of effective prose writing, including required essays and a research paper. Prerequisite: Reading and writing proficiency level, or EGL 100, or C or higher in EFL 202. 

COURSE LEARNING OUTCOMES
(1.) Write informative, analytical, and argumentative essays 
(2.) Formulate restricted, unified, and precise thesis statements for essays 
(3.) Organize essay content into introduction, body, and conclusion paragraphs 
(4.) Compose restricted, unified, and precise topic sentences for paragraphs 
(5.) Write unified, coherent, and well-developed paragraphs 
(6.) Apply grammar and usage rules correctly 
(7.) Use appropriate diction 
(8.) Write clear, concise sentences 

In addition, students will demonstrate their ability to conduct basic research: 
(1.) Use the library resources to locate and evaluate material relevant to specific topic 
(2.) Take notes in sufficient detail and with accurate citation 
(3.) Demonstrate their understanding of the concept of plagiarism by not using a source without proper acknowledgment 
(4.) Synthesize several different sources into an essay to support its thesis 
(5.) Quote, summarize, and paraphrase responsibly within that paper 
(6.) Document sources according to the MLA format.



GRADING CRITERIA
The final grade is calculated as follows:

Papers 1-4 = 50%
Quizzes = 10%
Research Paper (P5) = 20%
Midterm = 5%
Final = 5%
Participation = 10% (This is a mandatory component of your grade.)
FINAL GRADE = ((50 * P)+(10 * Q)+(20 * RP)+(5 * M)+(5 * F)+(10 * PAR))/100

P = Average of paper grades
Q = Average of Quizzes
RP = Research paper grade
M = Midterm
F = Final exam grade
PAR = Participation



HOW ASSIGNMENTS ARE TO BE SUBMITTED 
All assignments are to be submitted through the Digital Drop Box feature except for the quizzes at the end of papers 1-4. The Drop Box will stamp your submission with the date and time. Moreover, you will be able to keep track of when you submitted what by accessing your personal Drop Box file. Please note: All submissions must be double-spaced and have your name on them. 

COURSE OUTLINE [on a separate sheet with, at a minimum, the topics covered each week and final exam date and time. It is highly recommended that the outline include dates for reading assignments, quizzes, exams and any major assignments or projects(s). See separate files for templates for MWF, MW, and TTh classes for Spring 2004.] 

HOW TO LOG IN TO BLACKBOARD (required for online and other classes using Blackboard) 
Go to Prince George's Community College's Blackboard site at http://pgcconline.blackboard.com/ 
Click on the button labeled Login. 
You will see a dialogue box that asks you to enter your username and password. 

Your username will be: (first initial of first name)( first 3 initials of last name) (your birth month expressed as two digits; if your birthday is in March, it would be entered as 03) (your birth date expressed as two digits; if your birth date is on the first of the month, it would be entered as 01). Use only lowercase to enter your username; use NO spaces. 
Example: if your name is John Smith and your birthday is April 8, your username is jsmi0408 

Your password will be: your full 9-digit Social Security Number (no spaces, no hyphens) 
Example: John Smith?s password will be 123456789 

If your login is successful, you will see the Blackboard Welcome screen. In the box labeled My Courses, you will see the course or a list of courses in which you are enrolled. Click on the course name to enter your Blackboard course. 

Immediately change your password. To change your Blackboard password, follow these steps: 
Login to Blackboard using your given username and password. 
From YOUR Blackboard Welcome page (you will see WELCOME, ___! In bold letters at the top of this page), click on Personal Information in the Tools Box on the left side. 
Click on Change Password 
Fill in the requested information. You can change your password to any combination of numbers and letters. Blackboard is extremely case-sensitive so use only lowercase letters. 
Click the Submit button in the lower right corner. 
Write down your username and password information so you can refer to it if you forget. 

DISABILITY SUPPORT SERVICES (use text provided below) 
Students requesting academic accommodations are required to contact the Disability Support Services Office (M-1042) or call (301) 322-0838 (voice) or (301) 322-0122 (TTY) to establish eligibility for services and accommodations. Students with documented disabilities should discuss the matter privately with their instructors at the beginning of the semester and provide a copy of their Student/Faculty Accommodation Form. 

CODE OF CONDUCT 
The Prince George's Community College Code of Conduct defines the rights and responsibilities of students and establishes a system of procedures for dealing with students charged with violations of the code and other rules and regulations of the college. A student enrolling in the college assumes an obligation to conduct himself/herself in a manner compatible with the college's function as an educational institution. Refer to the 2003-2004 Student Handbook, beginning on page 39, for a complete explanation of the code of conduct, including the procedure for dealing with disruptive student behavior. 

CODE OF ACADEMIC INTEGRITY 
The college is an institution of higher learning that holds academic integrity as its highest principle. In the pursuit of knowledge, the college community expects that all students, faculty, and staff will share responsibility for adhering to the values of honesty and unquestionable integrity. To support a community committed to academic achievement and scholarship, the Code of Academic Integrity advances the principle of honest representation in the work that is produced by students seeking to engage fully in the learning process. The complete text of the recently approved Code of Academic Integrity will be sent to all enrolled students early in the spring 2004 semester and posted on the college's website. 

PLAGIARISM STATEMENT 
Plagiarism is using someone else's work (for instance, information from a book, a magazine, a newspaper, or another student's essay) without giving credit to the original source. Credit to the source must be given in either the text of your paper or in a footnote or endnote. 

There are five basic forms of plagiarism: 

(1.) Copying a source word for word without using quotation marks and without identifying the source 
(2.) Extensive borrowing of words and phrases from a source or sources without using quotation marks and without identifying the source(s). 
(3.) Too close paraphrasing. 
(4.) Using others' ideas or information (including graphics, statistics, observations, or research data and findings) without giving credit to the source in the text of your paper in a footnote or endnote. 
(5.) Submitting the work of someone else as your own. 

Your instructor may wish to refine the above definition of plagiarism or add to it. 

Be advised that plagiarism is dishonest and carries severe academic penalties, which can include suspension from the college. In cases of plagiarism, an instructor may take such action as he or she sees fit, including giving a failing grade for the assignment and reporting the incident to the Office of the Vice President for Student Services for disciplinary action. 
CLASSROOM POLICIES [if you have any policies related to food and drink in the classroom, cell phones and other electronic devices, wearing of hats, etc., include them here.] (optional) 

IMPORTANT DATES (feel free to include others) 
Last day to apply for May graduation Tuesday, February 17 
Last day to change from "audit" to "credit" or Friday, February 27 
"credit" to "audit" 
Presidents' Day--College closed Monday, February 16 
Spring Break--No classes** Thursday, April 1 ? Sunday, April 4 
Spring Break--College closed Monday, April 5 ? Sunday, April 11 
Last day to withdraw from 15-week classes Friday, April 23 
(Note to instructors: If your class is not15 weeks, find out what the withdrawal date is and include it above.) 
** Possible snow make-up days 

LAB INFORMATION [include location and hours] (required if relevant to course) 

COLLEGE RESOURCES and SERVICES (each is optional, but recomm.-feel free to modify) 
Student Assessment Services Center (Testing Center) (required if used for the class) 
In the temporary building near Largo Student Center 301-322-0090 
(www.pg.cc.md.us/pgweb/pgdocs/student_services/student_assessment_services.htm) Check the web site for hours and policies and procedures. 

Tutoring and Writing Centers (www.pgcc.edu/students/tutoring_writing_grammar) 
Accokeek Hall, Third floor Call 301-322-0748 to make an appointment. 
If you have the feeling that something is missing from your studies, the Tutoring Center can help you put the pieces of the puzzle together with free one-on-one or group tutoring. 
The Writing Center offers one-on-one tutoring for all students who are working on any writing assignment in any course. 

Student Development Services 301-322-0886 
(www.pgcc.edu/pgweb/pgdocs/student_services/index-sds.htm 
Student Development Services has various programs that provide students with mentoring, advising and individual counseling. Call or check the website for more information. 

Library (www.pgcc.edu/library) 
Accokeek Hall General information: 301-322-0105 
Circulation services: 301-322-0475 
Reference services: 301-322-0476 
The Learning Resources Division provides a range of library and media services. 
Refer to the web site for hours and more information about the services. 

Campus Bookstore (www.pgcc.edu/pgweb/pgdocs/bookstore.html) 
Largo Student Center, Room 116 301-322-0912

