
ENG 333: Technical Writing 

Bryana Fern 

Contact: bryana.fern@usm.edu 

Office Hours: LAB 344, TTH 11:30-12:30, and by appointment 

COURSE DESCRIPTION 

ENG 333: Technical Writing aims to prepare students to read, conduct research, and 

communicate more effectively in a range of academic, professional, and public settings. 

Specifically, you will complete a number of projects designed to acquaint you with the audiences 

and types of documents you are likely to use as you advance in your educational and professional 

careers. Because successful communication in the 21st century increasingly requires writers to 

engage their audiences in a variety of media and formats, in addition to producing traditional 

print documents (e.g. cover letters), you will also be exposed to various digital genres (e.g. 

websites). 

 

Key understandings: 

• Writing and speaking are rhetorical: effective communicators must carefully consider 

their audiences and their purposes as they plan, draft, and revise their communications.  

• Academic, professional and public audiences often differ in how they read and respond to 

communications: effective communicators must learn to recognize and negotiate such 

shifting demands in each new context they face. 

 

This course concludes with a portfolio requirement. The portfolio must include a reflection essay 

and two samples of revised writing (one of which must illustrate research writing skills). ENG 

333: Technical Writing is a GEC writing-intensive course, and students must write a minimum 

of 5,000 words. 

REQUIRED MATERIALS 

• Practical Strategies for Technical Communication: A Brief Guide (e-text, 3rd edition), 

Mike Markel and Stuart Selber – buy the e-text from the USM bookstore, please do not 

buy the e-text straight from MacMillan 

• Regular access to the internet to complete assignments and download materials (Canvas) 

 

STUDENT LEARNING OUTCOMES 

ENG 333 is a GEC course at USM, and students taking this course are expected to meet the 

following GEC learning outcomes: 

 

1. the student is able to develop a topic and present ideas through writing in an organized, 

logical, and coherent form and in a style that is appropriate for the discipline and the 

situation. 

2. the student can observe conventions of Standard English grammar, punctuation, spelling, 

and usage.   

3. the student can find, use, and cite relevant information. 
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In addition, the Composition Program at Southern Miss has identified specific learning outcomes 

for each of its first-year writing courses that are meant to complement our GEC outcomes. At the 

completion of ENG 333, students will be able to: 

 

• Analyze a writing task and its rhetorical context, including the purpose of the document, 

its audience, its uses, and its constraints.  

• Understand the basic features of several academic, professional and public genres, and 

how to modify these features in response to new audiences and situations.  

• Create usable, persuasive, clear, accurate, and readable documents.  

• Understand the specific expectations of audiences in you chosen academic and 

professional field, and to adapt your communications to more effectively address these 

expectations 

• Develop a professional style of working in teams and managing group projects. 

• Conduct more advanced research in a variety of contexts, and to more effectively 

incorporate this research in you writing. 

 

UNITS & PROJECTS 

There will be three larger units and projects and a final portfolio assignment.  

 

Unit I: Professional Application Materials: Resume + Cover Letter  

Unit II: Professional Presentation: Presentation Power Point + Handout + Flyer 

Unit III: Ethical Report on Websites: Research + Ethical Progress Report  

Final Portfolio: Reflective Letter + Unit I Revisions + Unit III Revisions 

 

ASSESSMENT- COURSE CONTRACT 

ENG 333: Technical Writing uses a contract system of grading, which reflects an explicit focus 

on labor, collaboration, and process. In workplace settings, assessments regularly occur and are 

most frequently connected to labor. An individual is often evaluated by meeting/not meeting 

specific labor expectations.  

 

While many courses that include writing ask you to submit your writing to the professor in return 

for feedback and a grade, that often emphasizes the wrong goal. As writers, we need to learn to 

make strategic choices about our writing and to take risks; and traditional methods of grading 

often mean that we are only focused on getting the “grade.” This means we often forget that the 

process of writing—the daily work involved in using language effectively and improving that 

usage—takes work and lots of revision. In addition, this class with its focus on exploring new 

and varied mediums, requires us to take chances with our research and writing.  

 

This course makes explicit labor expectations and the corresponding final course grade. The 

default letter-grade—what “meets expectations”—is a B. You will have to produce more labor in 

order to exceed expectations. And the same applies vice versa: if you make Bs on all your 

assignments, but you break the contract because of poor class attendance, it’s because of the lack 



of in-class labor. Failing to meet the labor requirements in any of the sections will impact your 

final course letter-grade. You will always know whether you met, exceeded, or failed to meet the 

expectations for every assignment, based on the Complete/Incomplete grade and corresponding 

comments. Ultimately, you have the freedom to choose how much labor you want to exert.  

 

• Attendance and Preparation 

 
You need to think of class like a shift at work. The moment you walk in the door, you are 

clocking in. I enter attendance on Canvas, and I take roll within the first five minutes of class. If 

you come in after that, you will be marked tardy, which you will see in Canvas. Two tardies 

make one absence. If you are not there at the beginning of class and have not informed me at 

least 48 hours prior of some impeding difficulty, you will be counted absent.  

 

Simply attending class is not enough, however. If we are covering something on the schedule 

that requires you to have a hard draft for workshop, etc., you need to show up on time with it. Do 

not come to class and ask if you can go print out your rough draft. When we do in-class activities 

and group work, you are expected to participate. If you are not prepared, you are not “here” to 

participate, and will be counted absent. There is no distinction between an excused or unexcused 

absence. Note that you can still Meet Expectations for a B with 2 absences. I expect that things 

will come up. I expect that you may miss one or so days.   

 

Use of cell phones shows lack of preparation, as well as personal disrespect to me. If I catch you 

on your phone during class, you will be marked absent, which you will see in Canvas. 

Note: You cannot pass the course if you reach five absences. 

 

A Exceeds Expectations • 0-1 absences 

B Meets Expectations • 2 absences 
C Fails to Meet Expectations • 3 absences 

D  • 4 absences 

F  • 5+ absences 

 

 

• Assignments 

 
Course assignments, including discussion board posts and projects, must be completed on time 

and meet expectations. Assignment expectations include meeting the page length/word count, 

due date, time due, relevancy to writing task, and any other requirement noted on the assignment 

or through other instructions. If an assignment is submitted late, it will not be graded. (If you find 

yourself in a situation that you believe legitimately warrants submitting an assignment late, you 

must contact me at least 48 hours prior to the deadline and explain the situation in order to 

receive full credit for your assignment.) Your work is graded on a basis of effort, in accordance 

with the Course Contract. You either meet the requirements of the assignment or you do not.  

 

Note that, as with attendance, you can still Meet Expectations with a B if you forget to turn in a 

Discussion Post or fail to meet the guidelines on one of them and it then isn’t counted. I expect 



that something may happen and you may forget, or that you may not be able to give the best 

effort to meet the guidelines for whatever reason.  

 

Even if you meet the expectations, that does not mean there is no room for improvement, and 

you should take my feedback into consideration. As with a job evaluation, you cannot go back 

and “redo” the effort in your performance. If you fail to meet the full assignment requirements, 

you cannot make it up. That effort is already gone. You can only move forward and apply 

improvement to future performance effort by following my feedback.  

Note: All Projects, including the Final Portfolio, must be completed to pass the course. 

 

A Exceeds Expectations • 0-1 missing assignments 

• (Every DB: 500+ words, and 3 peer responses) 

B Meets Expectations • 2 missing assignments 

• (Every DB: 400+ words, and 2 peer responses) 
C Fails to Meet Expectations • 3 missing assignments 

D  • 4 missing assignments 

F  • 5+ missing assignments 

 

As with job performance effort, you need to show responsibility for yourself and not make 

excuses. You own up to your mistakes, and I will own up to mine. You either meet the 

guidelines by submitting the work properly in the specified guidelines, or you do not. If you 

believe there is a misunderstanding, you have every opportunity to speak with me about it, and if 

a mistake was made, I will amend it. Since a lot of the assignments are Discussion Board posts, 

those specific guidelines are something you will want to review and keep handy in the schedule. 

 

Remember: You must show all components listed to get the associated grade in the 

contract. For example, if you make every assignment and meet the guidelines, but you have 2 

absences and don’t do the extra DB effort, you will get the B. To get the A, you must have only 1 

absence, 1 missed assignment, AND meet the extra effort requirements. If you slip below into 

the next grade, you cannot make up that lost effort to get it back to where you were.  

 

• Other Things to Remember 
 

Drafts and peer reviews, Revisions, and the Final Portfolio Exam  

You will be asked to submit everything online, and you will be asked to participate in peer 

review workshops using hard copies in class. You must participate in peer review activities. 

Participation involves thoughtful peer feedback during workshops and working faithfully with 

your group on other collaborative tasks (e.g., sharing papers, commenting on drafts, peer editing, 

group discussions, etc.).  

You must make substantive revisions when the assignment is to revise—extending or changing 

the thinking or organization—not just editing or touching up. Revision is re-seeing. The final 

portfolio consists of a reflective letter and revisions. You must complete and turn in a portfolio 

that includes projects that are fully revised and that meets the criteria and expectations for the 

assignment. Failure to do so results in failing this course. The Final Portfolio is the Final Exam. 



Respect and classroom citizenship 

An important aspect of our contract involves our community and your responsibilities as a 

member of this community. You are to be respectful and compassionate at all times through 

every form of communication. You are expected to participate in our activities and discussions 

and to do so in a manner that shows respect and compassion for our community and our work 

together. Your communications with me and with your classmates should always involve 

honesty, respect, and compassion. We are all different people with different stories, and we can 

celebrate this in our classroom community. We are all practicing professionals here. 

Assessment transparency  

Again, I believe the entire A-F grading scale is subject to the interpretation of the teacher in most 

writing courses. The teacher assigns a letter-grade on student writing based on criteria and their 

interpretation of the students’ text. This places students in a difficult position: they are left 

attempting to understand standards or confused about expectations, which leads students to write 

for what they think the teacher wants. The contract system attempts to decrease that fear and 

anxiety, and let students focus on the assignment, rather than the grade.  

The default contract B letter-grade is all about behavior and labor. Producing more labor exceeds 

expectations. Your grade, then, has nothing to do with my interpretation of your writing abilities. 

Your grade is dependent on the labor you choose to produce. 

 

• Communication 

 
Communication is key. For whatever reason, students are reluctant to speak with their professors 

the way some employers are with their boss. I cannot read your mind and what you “thought” 

you were trying to do in the work. All I have to go off of is what you turn in on the page for me 

to see. I am on campus 4 days a week, and my office hours are listed at the top of the syllabus. If 

that time does not work for you, then we can schedule something else. If you got a zero for Did 

not Meet Expectations, you will want to come talk to me if you are still confused as to why. If 

you want me to look over something with you, then you need to come to me with it. I do not 

accept assignments over email, nor will I “glance over it” via email. Bring it to me in my office 

and we will review it together. If you are struggling and not using the opportunity to meet with 

me about it, I will not chase you down and hold you by the hand. You are choosing to use your 

effort one way, just as I am choosing to use mine. I suggest you make the most of yours. I am 

here as your instructor to help you, but I cannot do my job if you do not communicate with me.  

 

When you do communicate, you are expected to use professional email etiquette—this is 

especially important in this class. I will not respond to emails that are not professionally 

considerate and complete. I will respond to emails within 24 hours or less, but I do not check my 

emails after 8:00 PM, and only occasionally over the weekend. Practice consideration and 

professionalization, and remember that every email is a permanent document. 

 

Note: Use your USM Outlook to email me, and not the messenger inbox in Canvas. Email 

me about questions concerning my comments on an assignment. If you simply respond to my 

comments, Canvas does not always notify me. Always contact me directly to be safe. 

 



• My Pledge 

 

As the teacher, I indicate my willingness to do everything in my power to help you and our class 

be successful. I will create a course that provides substantial material and resources, I will create 

clear instructions and guidelines, I will be accessible, I will respond in a timely manner, and I 

will provide extensive feedback on your writing. I will also meet with you as often as you like to 

assist you in your efforts to become a more accomplished writer. Overall, I will do the things I 

know how to do (and be willing to try new things as well). I am committed to you and this class, 

as acknowledged by my signature (below) on this contract. 

 
Your own signature is due to me by Thursday, September 5, which is the last day to Add or Drop 

classes. You will see your own signature copy under the Syllabus section on Canvas. 

 

 

POLICIES 

 
PLAGIARISM 

All students at the University of Southern Mississippi are expected to demonstrate the highest 

levels of academic integrity in all that they do. Forms of academic dishonesty include (but are 

not limited to): 

 

• Cheating (including copying from others’ work) 

• Plagiarism (representing another person’s words or ideas as your own; failure to properly 

cite the source of your information, argument, or concepts) 

• Falsification of documents 

• Disclosure of test or other assignment content to another student 

• Submission of the same paper or other assignment to more than one class without the 

explicit approval of all faculty members involved 

• Unauthorized academic collaboration with others 

• Conspiracy to engage in academic misconduct  

 

Engaging in any of these behaviors or supporting others who do so will result in academic 

penalties and/or other sanctions. If a faculty member determines that a student has violated our 

Academic Integrity Policy, sanctions ranging from resubmission of work to course failure may 

occur, including the possibility of receiving a grade of “XF” for the course, which will be on the 

student’s transcript with the notation “Failure due to academic misconduct.” For more details, 

please see the University’s Academic Integrity Policy. Note that repeated acts of academic 

misconduct will lead to expulsion from the University. 

 

 

 



STANDARDS OF EVALUATION 

See USM’s School of Humanities “Standards for Evaluating Student Writing” for more 

information regarding the evaluation of student writing. Letter grades will be calculated using a 

ten-point scale. 

 

ADA NOTICE 

If a student believes that they have a disability which is covered by the Americans with 

Disabilities Act (ADA) and makes them eligible to receive classroom or housing 

accommodations, they should contact the Office for Disability Accommodations (ODA) for 

information regarding the registration process. Disabilities covered by the ADA may include but 

are not limited to ADHD, learning disabilities, psychiatric disabilities, physical disabilities, 

chronic health disorders, temporary illnesses or injuries and pregnancies. Students should contact 

ODA if they are not certain whether their documented medical condition qualifies for ODA 

services. Students are only required to disclose their disability to the Office for Disability 

Accommodations. All information submitted to ODA by the student is held with strict 

confidentiality. 

 

Address: 

The University of Southern Mississippi 

Office for Disability Accommodations 

118 College Drive # 8586 

Hattiesburg, MS 39406-0001 

Voice Telephone: 601.266.5024 or 228.214.3232 

Fax: 601.266.6035 

 

Individuals with hearing impairments can contact ODA using the Mississippi Relay Service at 

1.800.582.2233 (TTY) or emailing ODA at oda@usm.edu. 

 

Note: If you have filed with ODA and arranged for me to receive an email, please keep in 

touch with me. If I am failing in any aspect to accommodate your need, or if there is 

anything you need to me to know or anything I can do to help you, let me know. 

 

THE WRITING CENTER 

The Writing Center is a free program available to all student writers at the University of 

Southern Mississippi. It offers one-on-one help with any kind of writing project, at any stage of 

the writing process. The Writing Center is located in Cook Library 112.  The Writing Center will 

play an important role in the design of this course.  For more information, and hours of 

operation, you may contact The Writing Center at 601-266-4821, or visit the website at: 

http://www.usm.edu/writingcenter/. 

You need to be making use of the Writing Center, both during this course and after. They serve 

as an extra set of eyes on your cover letter, your resume, your presentation, etc. You will still 

want to be editing and revising these documents after this course, and particularly once you get 

into actual job/graduate school applications themselves. Take the materials into the Writing 

Center and have someone review them as you continue working beyond this course.  
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THE SPEAKING CENTER 

The University of Southern Mississippi offers a Speaking Center, with consultations available at 

no cost to all students, faculty, and staff.  The center is available for advice on all types of oral 

communication—formal individual presentations, group presentations, class discussion, class 

debates, interviews, campus speeches, etc.  Tutors at the Speaking Center will work with you on 

brainstorming, organizing and outlining, editing and revising, and practicing delivery.  The 

center also offers several practice rooms for recording presentations and practicing with delivery 

aids (PowerPoint and internet access are available).  Visit the center in Cook Library 117, call 

the center at 601-266-4965, or visit the website at www.usm.edu/speakingcenter.   

 

 

MENTAL WELL-BEING STATEMENT 

USM recognizes that students sometimes experience challenges that make learning difficult. If 

you find that life stressors such as academic workload, anxiety, depression, relationship 

problems, difficulty concentrating, alcohol/drug problems, or other stressful experiences are 

interfering with your academic or personal success, consider contacting Student Counseling 

Services on campus at 601-266-4829. More information is also available at 

https://www.usm.edu/student-counseling-services. All students are eligible for free, confidential 

individual or group counseling services, as well as referrals. In the event of emergency, please 

call 911 or contact the counselor on call at 601-606-HELP (4357).  

Something new is EagleCARES, which is an on-demand, around-the-clock emotional support 

network for everyone across our campuses and the globe. It uses an anonymous one-to-one text 

chat that pairs you up with a trained listener. Visit www.usm.edu/eaglecares and choose the 

“Sign Up/Log In” tab to create a username, password, and use the school/organization code: usm 

to access the EagleCARES program. The corresponding app is 7Cups app.  

Real talk. You need to seriously take advantage of this service. Do not think of this as going to 

see a shrink. You would go to the clinic doctor if you had a sinus infection that could lead to a 

cold or worse. Why not go to the clinic counselor if you had panic attacks that could lead to 

breakdowns or worse? If you’re feeling overwhelmed and depressed and stressed out, guess 

what? So am I. So is everyone else on this campus. And guess what? I use the counseling center. 

It is a place for you to vent to an unbiased professional who is literally trained to listen to you 

and give you advice. I am a mandated reporter, which means that if you tell me anything 

that serves as concern that you are a threat to yourself or someone else, I am required to 

report it. Please do not come talk to me without being aware of my responsibilities for what 

you tell me. 

 

 

 

Keep your copy of this syllabus and the schedule, and refer to it throughout the semester as 

needed. If you lose it, you will find it posted under the Syllabus section on Canvas. 
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