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1.0 PURPOSE

This course is designed to equip students with the requisite language tools to communicate effectively in the workplace.  The course covers basic grammar and usage. It builds on the comprehension skills and persuasive techniques. It seeks to develop verbal and non-verbal skills in the individual students.    
2.0 OBJECTIVES
See General Conditions
3.0    GENERAL

Course:

Yr 1
Programme Ref:
CS-102
Course Title:

College English
Duration:

30

Credits:

2
4.0 
CONTENTS
The course will cover the following topics and enable the students taking this course to:

(a) Communication Process
· Communication Cycle

· Verbal and non verbal communication 
(b)
Master the essentials of grammar and structure

· Sentence structure 

· Punctuation

· Identifying and correcting sentence fragments and run –on sentences.
· Identify and correct writing errors

     (c)
Understand the Communication Writing Process

· Paragraph construction and development

· Thesis Statement

· Topic Sentence

· Main idea etc

· The Argumentative/Persuasive Essay – The Structure

· The Expository Essay – The Structure

· Summary Skills

· Referencing and Citation

                
(d)
Develop comprehension skills

· Comprehensions 
· Persuasive Communication.
(e)
Introduction to Academic Writing

· Plagiarism
· Referencing and citation

· Research skills
· Evaluating content

· Analysis

· Synthesis

· Supporting a thesis statements/arriving at a conclusion
5.0 
METHODS

Methods of Delivery

· Classroom Lectures, Discussion and Demonstrations.
· Course work exercises, assigned reading.

· Multi-Media Presentations; where applicable

6.0 
GENERAL CONDITIONS

At the end of this course students should be able to:

· Understand the process of communication and how it affects life in the workplace.

· Demonstrate communicative competence in manipulating spoken and written English.
· Utilize analysis and synthesis techniques as they interact in the standard language domain.

7.0 
EVALUATION

   Assessment
                       Weight    
Due Date
· Mid-Semester Exam
= 10%




· Class  presentation
= 10%

 

· Portfolio/ Assignment
= 10%



· Essay 


= 10%

 

· Final Examination 
= 50%


You are required to submit assignments described above.  Assignments should be 
submitted on the due date at the beginning of class.  

8.0 
SUPPORTING DOCUMENTATION

· Course materials

· Attendance Register

· Continuous Assessment forms

· Lesson Plan

· Appendix 1

APPENDIX 1:

Useful Reference
· Adler, E     (1999). Communications at work
· Bailey, E.P. (2001).  “Writing and Speaking at Work”.
· Broukal, Milada & Wisniewska, I.  (2005). Grammar Form and Function. McGraw Hill Publishers.
· Fawcett, S & Sandberg A. (2000). “Evergreen with Readings: A Guide to Writing”.  Sixth Edition. Houghton Mifflin
· Kolin (200 ) Successful Writing at Work.
Websites

http://www.plainenglish.co.uk/howto.pdf
http://owl.english.purdue.edu/handouts/
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