Barton Community College

COURSE SYLLABUS
I. GENERAL COURSE INFORMATION

Course Number:

LEAD 1007
Course Title:

Effective Military Writing and Correspondence Seminar
Credit Hours:

1
Prerequisite: 

None
Division and Discipline:
Seminar - Leadership
Course Description:
This course is designed to enhance the productivity and effectiveness of the service members and civilian workforce at Fort Riley, Kansas.  The workshop seminars content was designed to provide students with the knowledge and understanding of military writing and communication form and style.  The course will discuss the Army’s communication standards and defines writing style.  The course is tailored to specific needs of the installation.
II. CLASSROOM POLICY

Students and faculty of Barton Community College constitute a special community engaged in the process of education.  The college assumes that its students and faculty will demonstrate a code of personal honor, which is based upon courtesy, integrity, common sense, and respect for others both within and outside the classroom.

The College reserves the right to suspend a student for conduct, which is detrimental to the College’s educational endeavors as outlined in the College catalog.

Plagiarism on any academic endeavors at Barton Community College will not be tolerated.  Learn the rules of and avoid instances of intentional or unintentional plagiarism.

Anyone seeking an accommodation under provisions of the Americans with Disabilities Act should notify Student Support Services and the instructor.  Additional information about academic integrity can be found at the following link:

http://academicintegrity.bartonccc.edu/
Please visit the BCCC Fort Riley website at http://fr.bartonccc.edu
Specific college policy and notices concerning:  Non-Discrimination, Civil Rights Act of 1964, (FERPA) Family Educational Rights and Privacy Act, Sexual Harassment, Academic Clemency Policy, and Academic Suspension. 

Student grievance procedure:
Barton Community College policy is to secure, at the lowest possible level, equitable solutions to problems which may arise during the conduct of our LSEC, College, BSEP or Bartonline academic programs.  Student academic concerns that cannot be resolved with the course instructor should be directed to Gene Kingslien (LSEC/BSEP/FAST), 785-784-6606 ext 710 or email kingslieng@bartonccc.edu (Gene Kingslien, Dean Fort Riley).  For student service issues please contact  Reynald Domingo, Assistant Dean of Fort Riley Support, domingor@bartonccc.edu  or 785-784-6606 ext 728.

III. COURSE AS VIEWED IN TOTAL CURRICULUM

The purpose of the course is to provide students with information on Military Writing in accordance with Army policies, regulations, and procedures. This course is designed to develop effective communication for service members.  To meet this goal the Army has set a standard and defined the Army writing style.   
The seminar is targeted to the specific needs of the Fort Riley soldiers and civilian workforce and may not transfer to or fit degree requirements at Kansas Four-year institutions. 

The transferability of all college courses will vary among institutions, and perhaps even among departments, colleges, or programs within an institution. Institutional requirements may also change without prior notification. It is the student's responsibility to obtain relevant information from intended transfer institutions to insure that the courses the student enrolls in are the most appropriate set of courses for the transfer program.
IV. ASSESSMENT OF STUDENT LEARNING / COURSE OUTCOMES
Barton Community College is committed to the assessment of student learning and quality education. Assessment activities provide a means to develop an understanding of how students learn, what they know, and what they can do with their knowledge. Results from these various activities guide Barton, as a learning college, in finding ways to improve student learning.

1. Develop written communication with purpose, focus and organization.
2. Present clear, concise and organized written communication with active voice expression. 

3. Write letters, memorandums and position papers with references and supportive reasoning.  
COURSE OUTCOMES/COMPETENCIES

1. Develop written communication with purpose, focus and organization.

a. Describe the Army writing standard

b. Correctly apply Standard English mechanics of spelling, capitalization, and punctuation in writing sentences.
2. Present clear, concise and organized written communication with active voice expression. 

a. Planning and developing the writing of the communication

b. Understand the Communication Process.

3. Write letters, memorandums and position papers with references and supportive reasoning.  

a. Correctly apply Standard English mechanics of spelling, capitalization, and punctuation in writing sample sentences.
b. Prepare memorandums, letters, and email that demonstrate proper format.

V.  INSTRUCTOR EXPECTATIONS OF STUDENTS IN CLASS
Students are expected to attend class and participate in discussions. It is expected that each student will respect the learning process and will not interfere with other students' efforts to achieve the maximum from class. This includes not carrying on private conversations with others while class is in session.

VI. TEXTBOOKS AND OTHER REQUIRED MATERIALS 
a. Army Regulation 25-50, dated 17 May 2013.
b. Department of the Army Pamphlet 600-67

c. http://www.apd.army.mil/pdffiles/r25_50.pdf
d. http://www.signal.army.mil/ocos/ac/stylemanual.asp
e. http://www.armywriter.com/army-writing-references.htm
f. http://www.dtic.mil/whs/directives/plainlanguage/ActionOfficer_StaffWriting.pdf
VII. REFERENCES:  As Provided
VIII. METHODS OF INSTRUCTION AND EVALUATION
Grades will be determined by performance on practical exercises, assignments, and class attendance and participation. The instructor reserves the right to dock late assignments 1 point or refuse to accept them, and late papers.  

IX. ATTENDANCE REQUIREMENTS
X. COURSE OUTLINE
