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Instructor Information
	Instructor
	Email
	Office Location & Hours

	Fritz  Hartmann (Tommy)
	Fritz.hartmann@chaminade.edu
	CCPI Student Center,              
             By Appointment


General Information	
Description
This course exposes students to the knowledge and skills necessary for college success. It offers practice in writing for academic success with a specific emphasis on email communication, short written communication, and writing for tests (short answer and essay exams). In addition, students are provided instruction for typing skills, computer literacy skills, and basic library skills. 
Expectations and Goals
At the successful completion of the course, the student will
· Practice written communication appropriate to college level tasks for Western Academic Education:
· Develop typing skills in order to manage the discussion posts, and paper assignments required for an online course;
· Learn computer literacy skills in order to successfully complete the work needed for a college level online courses;
· Engage in basic library skills such as searching for texts and journal articles. 

Marianist Values

This class represents one component of your education at Chaminade University of Honolulu. An education in the Marianist Tradition is marked by five principles and you should take every opportunity possible to reflect upon the role of these characteristics in your education and development
1. Education for formation in faith
2. Provide an integral, quality education
3. Educate in family spirit
4. Educate for service, justice and peace
5. Educate for adaptation and change






Native Hawaiian Values

Education is an integral value in both Marianist and Native Hawaiian culture. Both recognize the transformative effect of a well-rounded, value centered education on society, particularly in seeking justice for the marginalized, the forgotten, and the oppressed, always with an eye towards God (Ke Akua). This is reflected in the ‘Olelo No ‘eau (Hawaiian proverbs) and Marianist core beliefs:
1. Educate for Formation in Faith (Mana) E ola au I ke akua (‘Olelo No’eau 364) May I live by God
2. Provide an integral, Quality Education (Na’auao) Lawe I ka ma’alea a kū ‘ono’ono (Ōlelo No ‘eau 1957) Acquire skill and make it deep
3. Educate in Family Spirit (‘Ohana) ‘Ike aku, ‘ike mai, kōkua aku kōkua mai; pela iho la ka nohana ‘ohana (Ōlelo No ‘eau 1200) Recognize others, be recognized, help others, be helped; such is a family relationship.
4. Educate for Service, Justice and Peace (Aloha) ka lama kū o ka no ‘eau (‘Ōlelo No ‘eau 1430) Education is the standing torch of wisdom
5. Educate for Adaptation and Change (Aina) ‘A ‘ohe pau ka ‘ike I ka hālau ho ‘okahi (‘Ōlelo No ‘eau 203) All knowledge is not taught in the same school

Micronesian Values
1. The importance of formation of faith in Micronesian culture as it the center of religious beliefs
2. The importance of family in Micronesian culture incorporates quality integral education within the family and culture
3. The Micronesian values of sharing and respect promote service and justice for the people through the Micronesian culture
4. The remote geographic location and history of the Micronesian islands have helped in the development of critical thinking that enables people to adapt to the many changes that the islands have experienced through the years. 
Course Materials
Required  Learning Materials
There is no specific book for this course; however we will be doing selective readings from certain books and articles throughout the course. Since this is an on-the-ground class not an online class, basic school supplies are essential such as notebooks pens/pencil, etc.…  

Course Prerequisites;	None

Course Website;	TBA Canvas


Technical Assistance for Canvas Users

· Search for help on specific topics at help.instructure.com
· Chat live with Canvas Support 24/7/365
· Watch this video to get you started with online guides and tutorials
· Contact Chaminade IT Helpdesk for technical issues heldesk@chaminade.edu
· Contact CCPI Technical Staff Francis or Minoru Stephen




Title IX Compliance

Chaminade University of Honolulu recognizes the inherent dignity of all individuals and
Promotes respect for all people. Sexual misconduct, physical and/or psychological abuse will
NOT be tolerated at CUH. If you have been the victim of sexual misconduct, physical and/or
Psychological abuse, we encourage you to report this matter promptly. As a faculty member,
I am interested in promoting a safe and healthy environment, and should I learn of any
Sexual misconduct, physical and/or psychological abuse, I must report the matter to the Title
IX Coordinator. If you or someone you know has been harassed or assaulted, you can find
the appropriate resources by visiting Campus Ministry, the Dean of Students Office, the
Counseling Center, or the Office for Compliance and Personnel Services.

Attendance Policy

Federal regulations require continued attendance for continuing payment of financial aid. When illness or personal reasons necessitate continued absence, the student should communicate first with the instructor to review the options. Anyone who stops attending a course without official withdrawal may receive a failing grade or be withdrawn by the instructor at the instructor’s discretion.

Academic Conduct Policy

From the 2018-2019 Undergraduate Academic Catalog (p. 42): Any community must have a set of rules and standards of conduct by which it operates. At Chaminade, these standards are outlined so as to reflect both the Catholic, Marianist values of the institution and to honor and respect students as responsible adults. All alleged violations of the community standards are handled through an established student conduct process, outlined
in the Student Handbook, and operated within the guidelines set to honor both students’ rights and campus values. Students should conduct themselves in a manner that reflects the ideals of the University. This includes knowing and respecting the intent of rules, regulations, and/or policies presented in the Student Handbook, and realizing that students are subject to the University’s jurisdiction from the time of their admission until their enrollment has been formally terminated. Please refer to the Student Handbook for more details. A copy of the Student Handbook is available on the Chaminade website.For further information, please refer to the Student Handbook: https://studentaffairs.chaminade.edu/wp-content/uploads/sites/28/2018-19-NEW-STUDENT-HANDBOOK.pdf

Course/Instructor Policies

The student will attend class and participate on a regular basis, respect his/her Professor, NOT
Plagiarize.

Plagiarism Policy

Plagiarism is presenting the work of another as your own. The guidelines for plagiarism are in
the General Catalog (online). The guidelines include, but are not limited to, the following:

1. Complete or partial copying directly from a published or unpublished source without
proper acknowledgment to the author. Minor changes in wording or syntax are not sufficient to avoid charges of plagiarism. Proper acknowledgment (citation) of the source is always mandatory.

2. Paraphrasing the work of another without proper acknowledgement.

3. Submitting work prepared by another as one’s own.(Chaminade Catalog, online). Any student suspected of plagiarizing will receive a failing grade for the assignment.

Assessment
At the beginning and end of the semester, the instructor may give students a typing test for
speed and accuracy. Typing Test The instructor may also have students retrieve and download
a specific and pre-determined article from the Sullivan Library.

Course Schedule

Week 1
Introduction to the Course
· Syllabus, Vocab Journal – 1 page per week – based on one page Handout of Toefl vocab each
Week, Writer’s Journal- I entry per week- Min. 10 sentences
· Presentation- Western vs. Traditional Education
· Computer Literacy I What is a computer? Components of a computer system Hardware vs. Software
· Discussion –Problems faced by University Students- Written summary of results
· Typing Skills Pretest
· Open a word document- Type the summary of the discussion

Week 2
· Writer’s and Vocab Journals
· Computer Literacy II
· Operating a computer- Operating System User Interface (task bar, icons, menu, simple settings) Files and Directories creating and renaming
· Discussion Adaptation and Change- (Marianist characteristic) how it can apply to Micronesian college students- write summary of the results
· Keyboard practice- put summary from discussion on computer
· Evaluation – Quiz on Computer Literacy (paper quiz)

Week 3
· Writer’s Journal and Vocab Journal
· Word Processing Basics- E Mail What is electronic mail How to address it Opening an email account Replying and Forwarding Mail Box- Inbox and Sent Mail
· Discussion- habits of Effective learners (Hand Out) Write summary of group discussion
· Give back Quiz 1 and go over
· Open a Google document and write a summary of Hand Out on Summary writing
· Evaluation- Send an e mail to your instructor introducing yourself (8-10 sentences)

Week 4
· Writer’s Journal and Vocab Journal
· Word Processing (continued) Formatting Font Paragraph Bullets Numbering changing case
· Discussion- Marianist Characteristics- (Education for service, peace and justice)— Importance of this Write down results of discussion
· Keyboard practice—Send an e mail- Open a word document- type results of discussion
· Internet (continued) Web Browsing Software Search Engines Downloading Web Pages Printing
· Typing Skills Quiz 1

Week 5
· Vocab and Writer’s Journals
· Discussion- Similarities and Differences in traditional and western education- Write summary of results
· Internet (continued) Choosing reliable websites Data Bases – ERIC how to access, how to use, key words, peer reviewed or not, abstract or complete doc How to download info from databases
· Explain about paraphrasing- give Hand Out
· Practice- Give students topics and have them write down 3 articles (sources with details) Download one article
· Evaluation- Write a summary of paraphrasing (on paper) Open a word document and type the summary
Week 6
· Writer’s and Vocab Journals
· Discussion-(Education in family spirit) Discuss Micronesian values of family and Chaminade Education in Family Spirit Give examples of how to educate in family spirit---write discussion results
· Computer Literacy III Creating tables, How to use Sullivan Library- step by step with students
· Assign topic for students to research Students will write down 3 results for the topic
· Evaluation- Word document summarizing results of discussion on family spirit Evaluation Summary of what student has learned about Sullivan Library and how to use it.

Week 7
· Vocab and Writer’s Journals
· Discussion (Instructor as moderator) What makes up a quality education (Chaminade characteristics) Write results of discussion
· Research- go to Micronesian Seminar website (MicSem)- Download an article and write a summary of 8-10 sentences (paraphrase) on paper
· Practice- Making tables (Use hand out)
· Evaluation – Write summary of discussion as an e mail and send to instructor

Week 8
· Vocab and Writer’s Journals
· Discussion- Important values in Micronesian Culture (Ex family, respect, sharing) write down summary of results
· Computer Literacy (continue) PowerPoint- Explain and have students make a power point of 3 slides about traditional values – Walk them thru the steps
· Evaluation- Mid-term Typing Skills Test 2 Paper test- Computer Literacy Give topics- students will choose and then find 2 sources from Sullivan Library and 2 from ERIC They will write the topic and the details of the 4 sources on paper – and paraphrase (4-5 sentences each) of contents of 2 sources

Week 9
· Vocab Journal and Writer’s Journal
· Discussion- Compare qualities of Marianist education to Micronesian values and write down the compare/contrast results
· Computer Literacy (continue) Excel Spreadsheet- Uses and basics of Excel Worksheets- Have students practice opening one
· Choose a topic and download 3 sources from Sullivan library (on paper) Make short summary of each source (Paraphrase)
· Evaluation- write results of discussion as an email to instructor and send Week 1.

Week 10
· Vocab and Writer’s Journal
· Basic Essay Writing- (Hand Out) Go over basic essay writing format
· Have students write a short essay (15-20 sentences- paragraph form- use transition words) on Why it is Important to Attain a College Degree
· Time Management and Developing Good study Habits- Practice with short answers to timed tests in reading and writing
· Evaluation- Essay Test #1 Type the essay on computer- Word using MLA format (Why it is Important …)

Week 11
· Vocab and Writer’s journals
· Discussion- Marianist – Education for Formation in Faith- Importance of this and its relevance to Micronesian Society Write down results- notes
· Write a summary of the discussion- 10-15 sentences
· Marianist Project- Assign a survey- Have both English and Micronesian languages copies for non-English speakers- Have each student interview 10to 20 people of high school age and above- Survey questions ___ is faith in God important to you? ____Do you think children should develop/have Christian faith? _____Do you think formation or development of Christian faith should be part of their family education? ______Do you think schools can help educate children in formation of Christian faith _______ Can you suggest any examples of how a school could help in development or formation of faith ___________________________________________________Students will take out the surveys and have people respond ( 2 weeks to complete)
· Typing Skills Test 3 Test on Computer Literacy and Internet # 2
· Test 3 Computer Literacy

Week 12
· Writer’s Journal and Vocab Journal
· Discussion- Why is English Reading and writing important for Micronesian students and what should that include? Make notes of results Learning Style inventory- Have students take inventory Students calculate results Explain importance of developing audio, visual and kinesthetic and how that makes Universal design lesson plans helpful to Micronesian students
· Essay Test # 2- Students write essay about reading and writing in English (what it includes and why it is important or essential at college level) Have students put essay on computer and send as word attachment to instructor

Week 13
· Vocab and Writer’s Journal
· Comprehensive Review of Computer Literacy
· Short answer practice quizzes
· Discussion-2 on Education for Service, Justice and Peace—How can students use these characteristics of service, justice and peace to help become better students and help make a better school and society- Give examples write them down
Week 14
· Collect journals
· Have students calculate the results of their survey project then write summary of the survey results- can use word document with table- Send to instructor
· Essay Test #3 How a Marianist education for service, peace, and justice can help a student, school and society

Week 15
· Final Exam and Make Up work
· Final typing skills test
Exam Schedule
	Class
	Time 
	Day 
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Breakdown of Graded Assignments:

Typing Tests……………………………. 4 	20%
Journals…………………………………..2 	4%
Quizzes………………………………… 3 	15%
Essays…………………………………….3 	30%
Mid-term…………………………………1 	10%
Discussions………………………………12 	6%
Final……………………………………….1 	15%

Total 100%

Grading Scale

‘A’ 	Outstanding scholarship and an unusual degree of intellectual initiative.

‘B’ 	Superior work done in a consistent and intellectual manner.

‘C’ 	Average grade indicating competent grasp of subject matter.

‘D’ 	Inferior work of the lowest passing grade, not satisfactory for fulfillment of prerequisite coursework.

‘F’ 	Failed to grasp minimum subject matter; no credit given.

A passing grade for this class is a ‘D’ or 60 points out of 100 points.
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