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I. 
FSM MISSION STATEMENT

The mission of the Fire Service Management Program (FSM) is to provide you, the fire service professional with highly trained and qualified instructors within the various fields of study in the FSM program. We are committed to the enhancement and advancement of fire service professionals through higher education. 

II.
COURSE DESCRIPTION: 

This course is designed to increase student competence in analyzing and utilizing the various types of technical information encountered by managers in technical fields. 

III. 
PREREQUISITE 
Fire Service Major or approval of department
IV.
REQUIRED TEXTBOOK:



Markel, M.  Technical communication:  Situations and strategies (8th ed.).  New York, NY:  St. Martin’s Press.  



Aaron, J. E.  The Little, Brown compact handbook (7th ed.).  Reading, MA:  Allen Bacon Longman, Inc.  

· BIBLIOGRAPHY:


Adelstein, M. E., & Pival, J. G.  (1993).  The writing commitment (5th ed.).  Orlando, FL:  Harcourt Brace College Publishers.



Anderson, P. V.  (1995).  Technical writing:  A reader-centered approach (3rd ed.).  Orlando, FL:  Harcourt Brace College Publishers.



McGuire, P. J., & Putzell, S. M.  (1988).  A guide to technical writing.  Orlando, FL:  Harcourt Brace Jovanovich, Publishers.

V.
COURSE OBJECTIVES:

Each student will:

1. determine the types and forms of information encountered in the student’s career field (fire service.) (10%)
2. engage in information gathering, including traditional library research, interview, and questionnaire preparation and use.(10%)
3. analyze and use technical information in response to posed problems and case studies in technical areas. (20%)
4. demonstrate proficiency in editing materials into a succinct, professional format.(15%)
5. demonstrate understanding and performing a sequential analysis on technical proposals and reports.(20%)
6. demonstrate ability to organize a collection of data into usable forms for managers. (20%)
7. become an educated reader of professional literature in the field (of fire service.) (5%)
VI. 
METHOD OF INSTRUCTION
This course is a combination of classroom work and online work. Any or all of the course may be online. Emphasis is placed on individual and group problem solving. Presentations by students, in writing and orally are required.

Each student will be required to write a paper on a technical subject. The length will be 10 page minimum to 15 page maximum, typewritten, double-spaced 12 point Ariel or Times (Times New Roman is also acceptable) font with 1” margins. The paper will be graded based on clarity and presentation of material based on techniques learned in class. It is due the last day of class (Sunday of the third weekend session.) It must be submitted electronically (as an attachment to an e mail.)

[Weekend assignments may be done in online format. If this format is selected by the instructor, be sure to understand how to access materials from the web site. You should budget your time according to the weekend dates, but do not have to follow the strict hour schedule listed below.]

VII.
EVALUATION



Attendance



10 points each 
(60 possible)



Quizes`



20 points each

(60 possible)



Midterm



50 points

(50 possible)



Presentation



20 points

(20 possible)



Final exam



100 points

(100 possible)

Paper




210 


(210 possible)








Total available  500 points

GRADING:



450 points and above



A



400 to 449 points



B



350 to 399 points 



C



300 to 349 points



D



Less than 300 points 



F



Excessive absence



F

Incomplete (INC): The grade of INCOMPLETE is rarely given. An INC is assigned when, for reasons beyond their control, students engaged in passing work are unable to complete all class assignments. Students are required to apply, in writing, to the faculty member for an INC. Applications for an Incomplete grade are available from the SIUC office. If the application is approved by the faculty member and should the student fail to complete the course within the time period designated by the faculty member, not to exceed one year, or graduation, whichever comes first, the incomplete will be converted to a grade of F and the grade will be computed in the student’s grade point average.

WF: Failure. A grade of WF will be awarded to students who do not officially withdraw from class, cease attending class, and fail to complete the requirements for the course. When awarding a WF, the faculty member will note the date / time of student’s last date of attendance / participation.

Course Drops: Students officially drop courses through the program change process. This process is done with the Program Advisor. Unless a student has processed an authorized drop from the course by the published Add/Drop Date, the student will not be allowed to drop the course. It is the student’s responsibility to ensure that the drop process is officially completed. It is probable that a student who does not drop by the Add/Drop date but who stops participating during the second half of the course will be awarded a grade of WF.

The instructor reserves the right to change or alter the syllabus to promote a more effective learning experience for the students.

VIII. 
EXIT COMPETENCIES

Upon completion of this course the student will be able to demonstrate mastery of the following outcomes:

Outcome #1:









Cognitive Objective:  The student will determine the types and forms of information encountered in the student's career field.

Outcome #2:










Cognitive Objective:  The student will engage in information gathering, including traditional library research, interview, and questionnaire preparation and utilization.

Outcome #3:









Cognitive Objective:  The student will analyze and utilize technical information in response to posed problems and case studies in technical areas.

Outcome #4:









Cognitive Objective:  The  student will be able to edit materials into a succinct, professional format.
Outcome #5:

Cognitive Objective:  The student will be able to understand and perform a sequential analysis on technical proposals and reports.

Outcome #6:

Cognitive Objective:  The student will be able to organize existing information into usable forms for managers.

Outcome #7:

Cognitive Objective:  The student will become an educated reader of the professional literature in the field.

IX. ATTENDANCE

The faculty of Southern Illinois University Carbondale affirm the importance of prompt and regular attendance on the part of all undergraduate students. Quality instruction clearly depends upon the active student participation in the classroom or its equivalent learning environment. This concept is further expounded upon in the Southern Illinois University Carbondale Catalog.

Students who remain enrolled in a course and who exceed the stated attendance policy shall be awarded a grade of either WF or F ( see Grading and Scholastic Regulations, Southern Illinois University Carbondale Undergraduate Catalog).

Each teaching day at off-campus locations is scheduled to include eight fifty-minute instructional periods from 8:00 AM to 4:50 PM. Each day’s schedule also includes time for short breaks and a lunch break.

Students who are absent for more than sixteen of the scheduled class hours (each hour includes instructional time and break time) prior to the end of the second teaching weekend, and who have not officially withdrawn from the course, shall be assigned a grade of WF. The WF will be counted in the student’s grade point average as a failing grade. Neither make-up work nor other absence excuses will be accepted to avoid assigning this grade.

Students who are not absent from more than sixteen of the scheduled class hours up to and including the entire second teaching weekend but whose total absences for all weekends exceeds sixteen of the scheduled class hours shall be assigned a grade of “F”. Neither make-up work nor other absence excuses will be accepted to avoid assigning this grade.

Attendance will be taken several times throughout each day. IF YOU ARRIVE LATE FOR A SESSION IT IS YOUR RESPONSIBILITY TO MAKE SURE THAT THE INSTRUCTOR KNOWS YOU ARE IN CLASS AND WHAT TIME YOU ARRIVED. Failure to notify the instructor of your arrival may cause you to be marked absent for hours that you are actually in class.

Attendance is required. This course will involve a significant amount of open forum discussion sessions and practical exercises. Missing class time will adversely affect your grade. There are no makeup quizzes. A missed quiz will constitute a grade of zero. All other absences will require makeup work consisting of a reaction paper of sufficient length to cover the assigned material. It is the student’s responsibility to arrange for this with the instructor.

COURSE SEGMENTS DONE ONLINE
When any, or all, of this course is done on line, the attendance requirements do not apply. However doing the assigned work very much applies. Some portions will be collaborative. You will have quizzes and projects to do. The midterm may be taken online if you opt for this. In this case, the midterm will be made available for a short time window of a few days. Online course allow you to budget your time more freely. They also are tempting to let things slide. All quizzes and other assignments for online portions must be submitted electronically as attachments to an e mail message.

X.
ACADEMIC DISHONESTY POLICY
Students may be subject to disciplinary proceedings resulting in an academic penalty or disciplinary penalty for academic dishonesty.  Academic dishonesty includes, but is not limited to, cheating on a test, plagiarism, and collusion.
XI.
ADA STATEMENT FOR STUDENTS REQUIRING SPECIAL ACCOMMODATIONS:
As per Section 504 of the Vocational Rehabilitation Act of 1973 and the American Disabilities Act (ADA) of 1990, if accommodations are needed, inform your instructor as soon as possible.
XII.
TOPICAL OUTLINE:




PERCENTAGES

I.
Introduction to Technical Information



5%

A. Sources

B. Means of transference

C. Destination/ receiver

II.
Organization of Technical Information



5%

A. Rationale

B. Purpose

C. Formal outline

III.
Documentation






10%

A. Professional reference materials

B. Technical accuracy

IV.
Methods of Data Gathering





15%

A. Library source

1. professional journals

2. indexes

3. selected references

B. Interviews

C. Questionnaires

V. Case Studies Related to Correspondence



20%

A. Editing professional communications

1. guidelines for subordinates

B. Responding to complaints

C. Evaluating employee performance

VI.
Applications of Technical Information



25%

A. Abstracts

B. Instructions

C. Progress Reports

VII.
Analysis of Technical Reports




20%

A. Audience

B. Structure

1. technical depth

2. conveyance techniques

3. technigraphics

4. function of reports

XIII.
PROGRAM OF INSTRUCTION
DAY ONE: Friday BEFORE the first day finish the Chapter1-10 Quiz

http://www.geocities.com/writescience/quiz01.pdf
and e mail your answers to me. This will take some time, so get an early start.
Assignment: 
Read pages 1 to 126, chapters 1 through chapter 6 inclusive. 

Hour 1

Introduction to course

Hour 2

Chapter 1. Introduction to Technical Communication http://www.geocities.com/writescience/ch01.ppt 

[Link to this powerpoint, and each following link, by putting your cursor on the link and pressing Control-click
Hour 3

Chapter 2. Understanding Ethical and Legal Considerations

http://www.geocities.com/writescience/ch02.ppt 

Hour 4

Chapter 3. Understanding the Writing Process

http://www.geocities.com/writescience/ch03.ppt 

Hour 5

Chapter 3. “




  “

http://www.geocities.com/writescience/ch03.ppt 

Hour 6

Chapter 4. Writing Collaboratively

http://www.geocities.com/writescience/ch04.ppt 

Hour 7

Chapter 5. Analyzing Your Audience and Purpose

http://www.geocities.com/writescience/ch05.ppt 

Hour 8

Chapter 6. Researching your Subject 
http://www.geocities.com/writescience/ch06.ppt 

QUIZ ONE (Chapter 1-10) [For online instruction, see http://www.geocities.com/writescience/quiz01.ppt] 
DAY TWO:

Assignment: 
Read pages 127 to 223, chapters 7 through chapter 10 inclusive. 

ASSIGNMENTS MAY BE GIVEN OUT (OR POSTED ON THE WEB SITE.)
Hour 1

Chapter 6. Researching your Subject
http://www.geocities.com/writescience/ch06.ppt 

Hour 2

Chapter 7. Organizing Your Information
http://www.geocities.com/writescience/ch07.ppt 

Hour 3

Chapter 7. Organizing Your Information 
http://www.geocities.com/writescience/ch07.ppt 

 “

Hour 4

Chapter 8. Communicating Persuasively
http://www.geocities.com/writescience/ch08.ppt 

Hour 5

Chapter 8. Communicating Persuasively
http://www.geocities.com/writescience/ch08.ppt 

Hour 6

Chapter 9. Drafting and Revising Definitions and Descriptions

http://www.geocities.com/writescience/ch09.ppt 

Hour 7

Chapter 9. Drafting and Revising Definitions and Descriptions
http://www.geocities.com/writescience/ch09.ppt 

Hour 8

Chapter 10. Drafting and Revising Coherent Documents

http://www.geocities.com/writescience/ch10.ppt 

DAY THREE:

Assignment: 
Read pages 224 to 362, chapters 11 through chapter 14 inclusive. 

ASSIGNMENTS MAY BE GIVEN OUT (OR POSTED ON THE WEB SITE.)
Hour 1

Chapter 10. Writing Coherent Documents

http://www.geocities.com/writescience/ch10.ppt 

Hour 2

Chapter 11. Writing Effective Sentences

http://www.geocities.com/writescience/ch11.ppt 

Hour 3

Chapter 11. Writing Effective Sentences
http://www.geocities.com/writescience/ch11.ppt 

Hour 4

Chapter 12. Designing Documents
http://www.geocities.com/writescience/ch12.ppt 

Hour 5

Chapter 13. Creating Graphics
http://www.geocities.com/writescience/ch13.ppt 

Hour 6

Chapter 14. Writing Letters, Memos, and E-mails
http://www.geocities.com/writescience/ch14.ppt 

Hour 7-8

MIDTERM EXAM  Chapters 1 through 14 inclusive
http://www.geocities.com/writescience/TRMMidterm.pdf
[For the online format, the Midterm Exam will be posted for the weekend on the website and all answers must be submitted electronically as an attachment to an e mail no later than midnight of Sunday of the scheduled weekend.]
DAY FOUR:

Assignment: 
Read pages 363 to 495, chapters 15 through chapter 18 inclusive. ASSIGNMENTS MAY BE GIVEN OUT (OR POSTED ON THE WEB SITE.)
Hour 1

Chapter 14. Writing Letters Memos and Emails
http://www.geocities.com/writescience/ch14.ppt 

Hour 2

Chapter 15. Writing Letters Memos and Emails

http://www.geocities.com/writescience/ch14.ppt 

Hour 3

Chapter 15. Preparing Job Application Materials
http://www.geocities.com/writescience/ch15.ppt 

Hour 4

Chapter 16. Writing Proposals
http://www.geocities.com/writescience/ch16.ppt 

Hour 5

Chapter 16 Writing Informal Reports
http://www.geocities.com/writescience/ch16.ppt 

Hour 6

Chapter 17. Writing Informal Reports
http://www.geocities.com/writescience/ch17.ppt 

Hour 7

Chapter 18. Writing Formal Reports
http://www.geocities.com/writescience/ch18.ppt 

Hour 8

Chapter 18. Writing Formal Reports 

http://www.geocities.com/writescience/ch18.ppt 



QUIZ TWO  (Chapter 11-18) http://www.geocities.com/writescience/quiz02.pdf
DAY FIVE:

Assignment: 
Read pages 496 to 571, Chapters 19 through chapter 21 inclusive.

ASSIGNMENTS MAY BE GIVEN OUT (OR POSTED ON THE WEB SITE.)
DO Quiz 3 and submit by Sep 21, 2008

http://www.geocities.com/writescience/quiz03.pdf
Hour 1

Chapter 19. Writing Instructions and Manuals
http://www.geocities.com/writescience/ch19.ppt 

Hour 2

Chapter 19. Writing Instructions and Manuals
http://www.geocities.com/writescience/ch19.ppt 

Hour 3

Chapter 20. Designing Web Sites
http://www.geocities.com/writescience/ch20.ppt 

Hour 4

Chapter 20 Designing Web Sites
http://www.geocities.com/writescience/ch20.ppt 

Hour 5

Chapter 21. Making Oral Presentations

http://www.geocities.com/writescience/ch21.ppt 

Hour 6

Team Data Analysis

Hour 7

Team Writing Project

Hour 8

Informal Presentations based on Team Writing Projects. [When taught online , students shall submit one document, listing all authors, in an informal report format as studied in Chapter 17
DAY SIX:

Assignment: 
Read pages 482 to 590, Chapters 19 through chapter 21 inclusive.

ASSIGNMENTS MAY BE GIVEN OUT (OR POSTED ON THE WEB SITE. NOTE: In online format, students will prepare a presentation document. Powerpoint presentations are preferred. Students must select are area of special knowledge and develop a 10-minute presentation. If Powerpoint is used speaker notes should be included although they need not be extensive. Powerpoint is the tool of the trade in presentations.)
Hour 1

Student Presentations

Hour 2

Student Presentations

Hour 3

Student Presentations

Hour 4

Student Presentations 

Hour 5

Student Presentations

Hour 6

Review for final exam

Hour 7-8

FINAL EXAM Chapters 1 through 22
http://www.geocities.com/writescience/TRMFinal.pdf
In the online format the final examination will be posted on Sunday of the last weekend day and must be sent to the instructor as an attachment to an e mail by midnight of that Sunday. Late exams won’t be accepted unless an emergency arises for the student and the instructor approves it.
Fred L. Wilson
-11-
TRM 316

Fall 2008

