Course Outline

BRITISH COLUMBIA INSTITUTE OF TECHNOLOGY

Operating Unit: Academic Studies COMMUNICATION 0003

Program: Pre-Entry Communication Career Explorations in Trades and
Technology for Students of English as an

Additional Language

Start Date: September 9, 2000 End Date: December 9, 2000

Course Credits: 0 Term: Fall 2000

Total Hours: 84 Level: Pre-Entry

Total Weeks: 14 weeks

Hours/Week: 6.00 hrs/wk

Prerequisites

To take COMM 0003, you must be at an intermediate level of
English. Thus, you should be able to carry out everyday activities
and handle simple conversations in English.

Course Description

COMM 0003 is designed to help students who wish to pursue careers in trades and technology develop
a solid foundation of speaking and listening skills from which they will be able to further dev"elop their

writing skills.

COMM 0003 consists of 14 six-hour classes. Successful completion of this course will give you the
speaking and listening skills you need to succeed in BCIT’s other pre-entry courses.

Instructor Information

Name: Sheena Ashdown Office Location:
Office Phone: 451-6777, box 9804 Office Hours: by appointment

E-mail Address: asham@telus.net
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Course Outline
COMM 0003 Career Explorations in Trades and Technology for EAL Students (con't’)

Evaluation

Writing Assignments (8)

(5 marks each) 40%
Oral Presentations (3)

(2 @ 2.5 marks each,

1@ 10 marks) 15%
Midterm Exam 15%
Final Exam 25%
Professionalism and Participation® 5%
TOTAL ' 100%

* Professionalism and Participation -

BCIT prides itself on the professionalism of its students, who are welcome in any workplace
because of their proven ability to show up and do the job in a way that earns the respect of their
coworkers and supervisors. '

To reward you for meeting these workplace standards, evaluation for this course includes a 5%
grade for professionalism and participation. To get a full 5% for professionalism and
participation, you will have to do the following:

° Submit all assignments on time, or obtain extensions before deadlines

o Attend all classes, or explain an absence the same way you would have to excuse
yourself for not being able to come in to work

° Treat each other and your instructor with courtesy and consideration

o Contribute to the success of your course by participating actively in every class.

-

Course Learning Outcomes/Competencies
When you have successfully completed this course, you should be able to:

1. Work effectively in a team environment

2. Write a simple paragraph or letter, using clear, accurate English

3. Summarize a technical article

4. Give a short oral presentation

5. Describe a mechanism, using appropriate adjectives, adverbs and propositions

6. Describe a process using passive voice

7. Give a formal definition, using adjective clauses

8. Prepare an effective resume in English and describe, both orally and in writing, the
skills you have acquired.
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Course Outline
COMM 0003 Career Explorations in Trades and Technology for EAL Students (con't’)

Learning Resources
The required textbook for this course is
Oxford Practice Grammar, John Eastwood, Oxford University Press, Oxford, 1999.

This textbook was ordered and should be in the bookstore at the beginning of the term, but it could be
delayed.

You will also be given handouts for each unit. To keep your handouts and assignments, you’ll need a
three-ring binder.

Be sure to get a good English-to English dictionary. It is strongly recommended that you bring your
English dictionary to class if you want to improve your spelling, vocabulary and comprehension.

For your hand-written assignments, you’ll need
e 3-hole lined 8-1/2 by 11” notepaper
e apen (black or blue ink only) or HB pencil
e liquid paper or other means of making corrections neatly
e a stapler

Assigninent Details

You are required to complete all assignments — practice and graded — for this course, as well as write the
midterm and the final exam. In-class assignments must be completed and handed in during the class in
which they are given. Take-home assignments must be submitted at the beginning of the next class.

If you miss an in-class assignment, it is your responsibility to arrange with the instructor to write it in
another class or at another time under the instructor's supeivision. [f you fail to do so, you will receive a
grade of zero for the assignment. Assignments received after other students’ marked assignments have
been retumed will receive comments but no grade.

All writing assignments must meet the following requirements:

1. Acceptable Paper. Use lined 8-1/2 by 11" notepaper. Please start writing on the side of
the page that has holes on the left.

2. Functional Margins and Double-Spaced. Leave 1” margins on all sides of the
assignment to allow for marking. Write only on every second line to leave room for the
instructor’'s comments.

3. Assignments may be handwritten in black or blue ink or word-processed.

4. Proper ldentification. Write your name and course number on the top right hand corner
of each page.
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COMM 0003 Career Explorations in Trades and Technology for EAL Students (con't’.)

Teaching Methods
We will be using the following teaching methods that have proven effective for teaching students at BCIT:

1. Team work. Just as in all courses at BCIT, you will be working in small groups. This will
allow you to develop the interpersonal skills you need to succeed at BCIT and in the
workplace. You will also learn more in groups as you teach and support each other. In
addition, small groups will allow you the opportunity to do a great deal of the talking in
your language class.

2. Explaining in your own words. After you watch a video or read about a topic, you may
be asked to explain or write about that topic in your own words. This will help you make
English your own language, which you are able to use to express your own goals,
knowledge and opinions.

3. Using video and audio tapes to bring the language of the real world into your classroom.
During this course, you will be hearing from many people, speaking the English they use
everyday. These people will come to you on video and audio tapes.

BCIT Policy Information for Students

As a BCIT student, you should familiarize yourself with the following BCIT policies and the procedures
used in applying these policies:

Conduct and Attendance Policy: BCIT is committed to creating and maintaining an environment that is
conductive to learning. In doing so, students are expected to conduct themselves appropriately at all
times, respecting other people’s rights, property, environment, health and safety, and are held
responsible for their own and collective actions. See the Full-time Calendar for more information about

.

this policy. .
Harassment and Discrimination Policy: BCIT and its management, together with the unions and the
Student Association, are committed to providing an environment where the individual differences of all

students and employees are valued and respected — an environment free from harassment and
discrimination. See the Full-time Calendar for more information about this policy.

This is not a complete list of all BCIT policies relating to students. Other policies, including
Reassessment and Appeal Policy and Freedom of Information Policy are outlined in the Full-time
Calendar. Check with the Pre-Entry program head if you have any questions about policies.

C:\WORDPRO\COMM3FALL2000\OUTLINEMASTER.DOC 09/08/00 4




Course Outline

COMM 0003 Career Explorations in Trades and Technology for EAL Students

CLASS

MATERIAL COVERED

Introductions: Learn about the course, classmates and instructor. Review verb tenses
and the structure of sentences and paragraphs. Subject and verb agreement. Learn about
technical style. Leam about working in groups (teamwork). Oral presentations.

2,3,

Definitions: Learn how to write and present formal definitions using adjective clauses.
Review nouns and adjectives. Oral presentations.

4,5,6

Descriptions: Learn how to describe a mechanism. Review adverbs and prepositions.
Oral presentations.

8,9, 10 Resumes, Cover Letters, Interviews, Memos: Leam how to write a resume and cover
letter. Learn how to discuss personal skills in an interview. Learn how to write memos.
Learn about gerunds, infinitives and adverbial clauses. Oral presentations: interviews.
11,12, 13 Summaries: Leam about paragraphs, main ideas, and relevant details. Write paragraphs

and a summary of a technical article or videos. Review the exam and your progress so far.
Oral Presentations: review of all material on oral presentations. Students begin
presenting their own 5-minute major oral presentations to the class.
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