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COURSE	
  SYLLABUS	
  
	
  
Term:	
  	
  Spring	
  2016	
  

Course:	
  	
  EWPC	
  096	
  Fundamentals	
  of	
  English	
  II	
  
	
  

Instructor	
  Information:	
  
Instructor	
  Name	
   Niki	
  Avina	
  
Office	
  Number:	
   Adjunct	
  Office-­‐	
  181	
  
Phone	
  Number:	
   219-­‐796-­‐7107	
  
Email:	
   navina@ccsj.edu	
  
Hours	
  Available:	
   Tuesday	
  &	
  Thursday	
  9:45-­‐10:15	
  &	
  11:45-­‐12:45	
  
Instructor	
  Background:	
  	
  After	
  earning	
  my	
  undergraduate	
  degree	
  in	
  Elementary	
  Education	
  from	
  the	
  University	
  
of	
  Evansville,	
  I	
  began	
  my	
  teaching	
  career	
  while	
  working	
  to	
  earn	
  a	
  graduate	
  degree	
  in	
  Elementary	
  Curriculum	
  
Design	
  from	
  Indiana	
  Wesleyan	
  University.	
  	
  Since	
  then,	
  as	
  ridiculous	
  as	
  it	
  may	
  sound,	
  I	
  have	
  been	
  happily	
  stranded	
  
in	
  middle	
  school.	
  	
  As	
  a	
  middle	
  school	
  Language	
  Arts	
  teacher,	
  I	
  worked	
  to	
  build	
  solid	
  foundations	
  in	
  young	
  writers.	
  	
  
In	
  2005,	
  I	
  began	
  teaching	
  night	
  classes	
  at	
  Ivy	
  Tech	
  to	
  help	
  foster	
  not	
  only	
  a	
  foundation	
  for	
  college	
  writing	
  but	
  a	
  
love	
  for	
  the	
  craft	
  of	
  writing	
  as	
  well.	
  	
  Outside	
  of	
  my	
  teaching	
  career,	
  I	
  am	
  a	
  founding	
  board	
  member	
  of	
  Hannah’s	
  
Hope,	
  a	
  charity	
  that	
  helps	
  children	
  in	
  Northwest	
  Indiana	
  with	
  special	
  needs	
  to	
  purchase	
  costly	
  therapy	
  and	
  
medical	
  equipment.	
  	
  	
  

Course	
  Information:	
  

Course	
  Time:	
   Tuesday	
  &	
  Thursday	
  10:15-­‐11:45	
  
Classroom:	
   418	
  
Prerequisites:	
  	
  	
   English	
  095	
  
Required	
  Books	
  and	
  
Materials:	
  
	
  

The	
  Concise	
  Wadsworth	
  Handbook,	
  Kirszner	
  &	
  Mandell,	
  2nd	
  ed.	
  
Other	
  readings	
  will	
  be	
  posted	
  online	
  to	
  Blackboard	
  or	
  provided	
  in	
  class.	
  
	
  

Learning	
  Outcomes/	
  Competencies:	
  
Upon	
  satisfactory	
  completion	
  of	
  the	
  course,	
  students	
  will:	
  
1.	
  Know	
  the	
  fundamentals	
  of	
  grammar:	
  parts	
  of	
  speech,	
  phrases,	
  clauses,	
  parts	
  of	
  a	
  sentence,	
  and	
  sentence	
  types.	
  	
  
2.	
  Write	
  structurally,	
  grammatically,	
  and	
  mechanically	
  correct	
  sentences.	
  
3.	
  Build	
  a	
  college-­‐level	
  vocabulary	
  by	
  identifying	
  and	
  defining	
  unfamiliar	
  words	
  in	
  reading	
  using	
  a	
  dictionary	
  or	
  
dictionary	
  website.	
  
4.	
  Use	
  a	
  grammar	
  handbook	
  to	
  identify	
  and	
  correct	
  grammar	
  and	
  punctuation	
  errors.	
  
5.	
  Read	
  actively,	
  highlighting,	
  annotating,	
  and	
  outlining	
  college	
  essays.	
  	
  
6.	
  Understand	
  at	
  a	
  basic	
  level	
  the	
  role	
  that	
  audience,	
  purpose,	
  and	
  conventions	
  play	
  in	
  comprehending	
  texts.	
  
7.	
  Understand	
  and	
  engage	
  in	
  all	
  stages	
  of	
  the	
  writing	
  process:	
  prewriting,	
  writing,	
  revising,	
  and	
  editing.	
  
8.	
  Compose	
  multiple	
  drafts	
  of	
  three	
  formal,	
  academic	
  response	
  paragraphs.	
  
9.	
  Apply	
  the	
  themes	
  from	
  the	
  course	
  readings	
  to	
  experiences	
  from	
  their	
  own	
  lives.	
  
10.	
  Properly	
  format	
  college	
  writing	
  assignments	
  using	
  word	
  processing	
  software.	
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Course	
  Description:	
  
English	
  096	
  is	
  the	
  second	
  course	
  in	
  the	
  remedial	
  writing	
  sequence.	
  It	
  further	
  develops	
  the	
  reading,	
  writing,	
  and	
  
technical	
  concepts	
  and	
  skills	
  students	
  need	
  to	
  comprehend	
  and	
  summarize	
  college-­‐level	
  texts.	
  The	
  course	
  solves	
  
the	
  sentence-­‐level	
  errors	
  and	
  weaknesses	
  in	
  paragraph	
  unity,	
  development,	
  and	
  coherence	
  addressed	
  in	
  English	
  
095.	
  Student	
  reading	
  and	
  writing	
  skills	
  are	
  brought	
  to	
  adequate	
  college	
  level	
  by	
  responding	
  in	
  writing	
  to	
  more	
  
complex	
  and	
  difficult	
  classic	
  and	
  contemporary	
  essays	
  and	
  by	
  working	
  through	
  targeted	
  exercises	
  in	
  the	
  college’s	
  
educational	
  software.	
  Not	
  applicable	
  toward	
  a	
  degree.	
  	
  
Learning	
  Strategies:	
  	
  
Summary	
  Paragraphs:	
  Students	
  will	
  write	
  four,	
  250-­‐word	
  summaries	
  of	
  selected	
  course	
  readings.	
  	
  Summaries	
  
require	
  students	
  to	
  identify	
  main	
  ideas	
  and	
  supporting	
  details	
  included	
  in	
  the	
  source	
  and	
  to	
  arrange	
  this	
  
information	
  into	
  an	
  organized	
  and	
  coherent	
  written	
  form.	
  
	
  
Reading	
  to	
  Write	
  Assignments:	
  Students	
  will	
  read	
  and	
  respond	
  in	
  writing	
  to	
  a	
  variety	
  of	
  genres	
  in	
  order	
  to	
  apply	
  
concepts	
  discussed	
  in	
  the	
  course.	
  	
  Each	
  Reading	
  to	
  Write	
  assignment	
  will	
  differ	
  based	
  on	
  the	
  text	
  and	
  skills	
  
covered.	
  	
  Specific	
  expectations	
  will	
  be	
  posted	
  on	
  Blackboard	
  and	
  in	
  class.	
  	
  	
  	
  
	
  
PLATO	
  Coursework:	
  Students	
  will	
  complete	
  assigned	
  modules	
  in	
  the	
  PLATO	
  Learning	
  Environment.	
  These	
  
modules	
  are	
  designed	
  to	
  improve	
  students’	
  ability	
  to	
  comprehend	
  and	
  write	
  about	
  the	
  ideas	
  presented	
  in	
  college-­‐
level	
  readings.	
  Assigned	
  modules	
  are	
  due	
  on	
  the	
  dates	
  specified	
  in	
  PLATO	
  and/or	
  on	
  the	
  course	
  syllabus.	
  
	
  
Final	
  Portfolio:	
  In	
  lieu	
  of	
  a	
  final	
  exam,	
  students	
  will	
  review	
  their	
  work	
  over	
  the	
  course	
  of	
  the	
  semester	
  and	
  select	
  
their	
  three	
  best	
  summary	
  paragraphs.	
  They	
  will	
  revise	
  this	
  work	
  into	
  a	
  final	
  form	
  and	
  submit	
  it	
  with	
  a	
  letter	
  that	
  
discusses	
  how	
  this	
  work	
  indicates	
  their	
  readiness	
  to	
  move	
  on	
  to	
  English	
  103.	
  
	
  
Attendance	
  and	
  Participation:	
  Attendance	
  is	
  crucial	
  to	
  success	
  in	
  this	
  course.	
  It	
  will	
  meet	
  30	
  times	
  this	
  semester.	
  
You	
  will	
  earn	
  5	
  points	
  for	
  each	
  class	
  session	
  you	
  attend.	
  At	
  the	
  end	
  of	
  the	
  semester,	
  you	
  will	
  receive	
  up	
  to	
  50	
  
additional	
  points	
  for	
  the	
  quality	
  and	
  frequency	
  of	
  your	
  class	
  participation.	
  Participation	
  includes	
  discussing	
  
readings,	
  taking	
  notes,	
  listening	
  to	
  and	
  assisting	
  your	
  peers.	
  Any	
  student	
  missing	
  more	
  than	
  NINE	
  (9)	
  hours	
  of	
  
class—six	
  class	
  sessions-­‐-­‐will	
  receive	
  an	
  F.	
  These	
  nine	
  hours	
  include	
  both	
  excused	
  and	
  unexcused	
  absences;	
  it	
  
also	
  includes	
  all	
  tardies	
  of	
  more	
  than	
  15	
  minutes.	
  Please	
  be	
  aware	
  these	
  hours	
  include	
  absences	
  due	
  to	
  birthdays,	
  
sport	
  events,	
  illness,	
  work,	
  etc.	
  
	
  
Experiential	
  Learning	
  Opportunities:	
  	
  
This	
  course	
  is	
  part	
  of	
  the	
  CCSJ	
  Learning	
  Community	
  series	
  and	
  includes	
  several	
  social	
  activities.	
  	
  More	
  
information	
  about	
  these	
  activities	
  will	
  be	
  provided	
  	
  as	
  dates	
  are	
  finalized.	
  
Linked	
  Classes:	
  	
  
RLST	
  100-­‐-­‐Dr.	
  Crist	
  	
  
	
  
	
  
	
   	
   Assessments:	
  

Major	
  Assignments:	
   Summary	
  Paragraphs	
  (4	
  @	
  50	
  pts)	
   	
   	
  200	
  
Reading	
  to	
  Write	
  Assignments	
  (4	
  @	
  50	
  pts)	
   	
  200	
  
PLATO	
  coursework	
   (10	
  @	
  30	
  pts)	
   	
   	
  300	
  
Final	
  Portfolio	
   	
   	
   	
   	
   	
  100	
  
Attendance	
  /Participation	
   	
   	
   	
  200	
  
________________________________________________________________________	
  
	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  1000	
  total	
  points	
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Class	
  Participation	
   At	
  the	
  end	
  of	
  the	
  semester,	
  you	
  will	
  receive	
  up	
  to	
  50	
  points	
  for	
  the	
  quality	
  and	
  
frequency	
  of	
  your	
  class	
  participation.	
  	
  Participation	
  includes	
  discussing	
  readings,	
  
taking	
  notes,	
  listening	
  to	
  and	
  assisting	
  your	
  peers.	
  	
  Your	
  participation	
  score	
  hinges	
  
upon	
  you	
  having	
  drafts	
  prepared	
  on	
  time	
  and	
  readings	
  completed	
  in	
  advance	
  of	
  the	
  
class	
  session.	
  

Signature	
  Assignments	
  	
   This	
  General	
  Education	
  class	
  will	
  help	
  you	
  prepare	
  for	
  CCSJ's	
  Signature	
  Assignments,	
  
a	
  common	
  written	
  and	
  oral	
  assignment	
  that	
  students	
  complete	
  in	
  Introduction	
  to	
  
Social	
  Justice	
  as	
  freshmen,	
  Religious	
  Studies	
  as	
  sophomores,	
  and	
  Philosophy	
  as	
  
juniors.	
  Signature	
  Assignments	
  are	
  assessed	
  for	
  written	
  communications,	
  oral	
  
communications,	
  and	
  critical	
  thinking.	
  You	
  must	
  meet	
  required	
  scores	
  in	
  Religious	
  
Studies	
  to	
  move	
  ahead	
  to	
  Philosophy,	
  and	
  in	
  Philosophy	
  to	
  complete	
  your	
  General	
  
Education	
  program.	
  
	
  

Course	
  Schedule	
  

Class	
  Date	
   Tuesday	
   Thursday	
  
January	
  12	
  &	
  14	
   Course	
  Policies	
  &	
  Introduction	
  

Writing	
  Process	
  
Traits	
  of	
  Writing	
  

Becoming	
  Academic	
  Activity	
  
Using	
  Dropbox	
  &	
  Google	
  Docs	
  
RtW	
  #1-­‐	
  Writing	
  Profile	
  Assignment	
  

January	
  19	
  &	
  21	
   **RtW	
  #1	
  DUE**	
  
Annotating-­‐	
  Model	
  
The	
  Banana	
  Tree	
  discussion	
  
RtW	
  #2-­‐	
  Story	
  Response	
  

Writing	
  Traits	
  Application	
  
Revising-­‐	
  Story	
  Response	
  
Annotating-­‐	
  Guided	
  Practice	
  

January	
  26	
  &	
  28	
   **RtW	
  #2	
  DUE**	
  
Summarizing	
  
Annotation	
  Continued	
  
The	
  Real	
  McCoy	
  

Prewriting	
  for	
  Summary	
  #1	
  
Attributive	
  Tags	
  &	
  Structural	
  Markers	
  
Author’s	
  Purpose	
  Activity	
  
Introduction	
  to	
  PLATO	
  

February	
  2	
  &	
  4	
   Review	
  Model	
  
Peer	
  Review	
  
Revising	
  Checklist	
  
PLATO	
  Check-­‐in	
  

**PLATO	
  WORK	
  #1	
  DUE**	
  
Individual	
  Student	
  Conferences	
  
PLATO	
  Skill	
  Review-­‐	
  Test	
  Prep	
  
Formatting	
  Documents	
  in	
  Word	
  
	
  

February	
  9	
  &	
  11	
   **SUMMARY	
  1	
  DUE**	
  
Learning	
  Community-­‐	
  Social	
  Activity	
  

**PLATO	
  WORK	
  #2	
  DUE**	
  
RtW	
  #3-­‐	
  Saving	
  the	
  Lost	
  Annotation	
  
Academic	
  Vocabulary	
  Activity	
  

February	
  16	
  &	
  18	
   **RtW	
  #3	
  DUE**	
  
Magic	
  and	
  the	
  Brain	
  
Common	
  Writing	
  Errors	
  
Summary	
  #2	
  Prewriting	
  

**PLATO	
  WORK	
  #3	
  DUE**	
  
Focus	
  Questions	
  for	
  Review	
  
Peer	
  Review	
  &	
  Instructor	
  Conferences	
  
Common	
  Usage	
  Issues	
  

February	
  23	
  &	
  25	
   **SUMMARY	
  2	
  DUE**	
  
Integrating	
  Quotations	
  
Punctuation	
  of	
  Quotations	
  
Analysis	
  of	
  Quotations	
  in	
  Research	
  

**PLATO	
  WORK	
  #4	
  DUE**	
  
TBA	
  

February	
  29-­‐	
  March	
  4	
   NO	
  CLASS-­‐	
  SPRING	
  BREAK	
   NO	
  CLASS-­‐	
  SPRING	
  BREAK	
  
March	
  8	
  &	
  10	
   Discuss	
  Reading	
  #3	
  

Vocabulary	
  Strategies	
  
Paraphrasing-­‐	
  Model	
  

**PLATO	
  WORK	
  #5	
  DUE**	
  
Avoiding	
  Plagiarism	
  
Prewriting	
  for	
  Summary	
  3	
  
Vocabulary	
  Strategies	
  Activity	
  



4 
 

March	
  15	
  &	
  17	
   Peer	
  Review	
  
Instructor	
  Conferences	
  
Author’s	
  Purpose	
  Activity	
  

**PLATO	
  WORK	
  #6	
  DUE**	
  
Learning	
  Community-­‐	
  Social	
  Activity	
  

March	
  22	
  &	
  24	
   **SUMMARY	
  3	
  DUE	
  **	
  
Documentation	
  
MLA	
  Formatting	
  
Reading	
  #4	
  

**PLATO	
  WORK	
  #7	
  DUE**	
  
Discuss	
  Reading	
  #4	
  
Academic	
  Vocabulary	
  

March	
  29	
  &	
  31	
   Prewriting	
  for	
  Summary	
  4	
  
Grammar	
  Scavenger	
  Hunt	
  

**PLATO	
  WORK	
  #8	
  DUE**	
  
Test-­‐Taking	
  Strategies	
  
Peer	
  Review	
  	
  

April	
  5	
  &	
  7	
   Instructor	
  Conferences	
  
Pre-­‐reading	
  Strategies	
  
Background	
  Research	
  

**PLATO	
  WORK	
  #9	
  DUE**	
  
RtW	
  #4-­‐	
  It	
  Worked	
  for	
  Me	
  in	
  Life	
  and	
  
Leadership	
  
Academic	
  Vocabulary	
  
Test-­‐Taking	
  Strategies	
  

April	
  12	
  &	
  14	
   **SUMMARY	
  4	
  DUE**	
  
Portfolio	
  Instructions	
  
It	
  Worked	
  for	
  Me,	
  cont.	
  

**PLATO	
  WORK	
  #10	
  DUE**	
  
Cover	
  letter	
  
Comparing	
  Texts	
  

April	
  19	
  &	
  21	
   **RtW	
  #4	
  DUE**	
  
Point	
  of	
  View	
  &	
  Author’s	
  Purpose	
  

Revision	
  Strategies	
  
Portfolio	
  work	
  time	
  

April	
  26	
  &	
  28	
   Portfolio	
  Peer	
  Review	
  
Test-­‐Taking	
  practice	
  

**FINAL	
  PORTFOLIO	
  DUE**	
  
Course	
  Review	
  

	
  
I	
  reserve	
  the	
  right	
  to	
  change	
  this	
  schedule	
  to	
  meet	
  the	
  needs	
  of	
  the	
  class.	
  	
  Should	
  there	
  be	
  a	
  
snow	
  day,	
  students	
  should	
  check-­‐in	
  via	
  Blackboard	
  to	
  complete	
  class	
  assignments.	
  
	
  
	
  

Responsibilities	
  
Attending	
  
Class	
  
	
  

You	
  cannot	
  succeed	
  in	
  this	
  class	
  if	
  you	
  do	
  not	
  attend.	
  We	
  believe	
  that	
  intellectual	
  growth	
  and	
  
success	
  in	
  higher	
  education	
  occur	
  through	
  interaction	
  in	
  the	
  classroom	
  and	
  laboratories.	
  
However,	
  we	
  do	
  not	
  want	
  to	
  penalize	
  students	
  for	
  participating	
  in	
  college-­‐sponsored	
  events.	
  
When	
  you	
  miss	
  class	
  because	
  of	
  a	
  college	
  event,	
  you	
  must	
  give	
  notice	
  of	
  your	
  absence	
  in	
  advance,	
  
and	
  you	
  are	
  responsible	
  for	
  all	
  missed	
  work.	
  Being	
  absent	
  doesn’t	
  excuse	
  you	
  from	
  doing	
  class	
  
work;	
  you	
  have	
  more	
  responsibilities	
  to	
  keep	
  up	
  and	
  meet	
  the	
  objectives	
  of	
  this	
  course.	
  	
  
	
  
In	
  accordance	
  with	
  English	
  program	
  policy,	
  any	
  student	
  missing	
  more	
  than	
  NINE	
  (9)	
  hours	
  of	
  
class	
  will	
  receive	
  an	
  F.	
  	
  These	
  nine	
  hours	
  include	
  both	
  excused	
  and	
  unexcused	
  absences;	
  it	
  also	
  
includes	
  all	
  tardies	
  of	
  more	
  than	
  15	
  minutes.	
  Please	
  be	
  aware	
  these	
  hours	
  include	
  birthdays,	
  
sport	
  events,	
  illness,	
  work,	
  etc.	
  	
  After	
  SIX	
  (6)	
  hours,	
  your	
  grade	
  will	
  be	
  affected	
  by	
  each	
  
additional	
  class	
  you	
  miss.	
  These	
  deductions	
  cannot	
  be	
  made	
  up.	
  If	
  a	
  problem	
  arises	
  with	
  your	
  
absences,	
  please	
  come	
  and	
  talk	
  to	
  me	
  immediately.	
  	
  
	
  

Turning	
  In	
  
Your	
  Work	
  	
  

You	
  cannot	
  succeed	
  in	
  this	
  class	
  if	
  you	
  do	
  not	
  turn	
  in	
  all	
  your	
  work	
  on	
  the	
  day	
  it	
  is	
  due.	
  	
  

All	
  assignments	
  are	
  to	
  be	
  turned	
  in	
  at	
  the	
  beginning	
  of	
  class	
  on	
  the	
  due	
  date	
  listed	
  on	
  the	
  course	
  
syllabus.	
  	
  All	
  work	
  must	
  be	
  typed	
  (unless	
  instructed	
  otherwise)	
  and	
  stapled	
  if	
  it	
  exceeds	
  a	
  page	
  in	
  
length.	
  	
  	
  

Using	
  
Electronic	
  
Devices	
  

Electronic	
  devices	
  can	
  only	
  be	
  used	
  in	
  class	
  for	
  course-­‐related	
  purposes.	
  If	
  you	
  text	
  or	
  access	
  the	
  
Internet	
  for	
  other	
  purposes,	
  you	
  may	
  be	
  asked	
  to	
  leave,	
  in	
  which	
  case	
  you	
  will	
  be	
  marked	
  absent.	
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Participating	
  
in	
  Class	
  

You	
  must	
  be	
  on	
  time,	
  stay	
  for	
  the	
  whole	
  class	
  and	
  speak	
  up	
  in	
  a	
  way	
  that	
  shows	
  you	
  have	
  done	
  
the	
  assigned	
  reading.	
  If	
  you	
  are	
  not	
  prepared	
  for	
  class	
  discussion,	
  you	
  may	
  be	
  asked	
  to	
  leave,	
  in	
  
which	
  case	
  you	
  will	
  be	
  marked	
  absent.	
  	
  

Doing	
  Your	
  
Own	
  Work	
  	
  
	
  

If	
  you	
  turn	
  in	
  work	
  that	
  is	
  not	
  your	
  own,	
  you	
  are	
  subject	
  to	
  judicial	
  review,	
  and	
  these	
  procedures	
  
can	
  be	
  found	
  in	
  the	
  College	
  Catalog	
  and	
  the	
  Student	
  Planner.	
  The	
  maximum	
  penalty	
  for	
  any	
  form	
  
of	
  academic	
  dishonesty	
  is	
  dismissal	
  from	
  the	
  College.	
  
Using	
  standard	
  citation	
  guidelines,	
  such	
  as	
  MLA	
  or	
  APA	
  format,	
  to	
  document	
  sources	
  avoids	
  
plagiarism.	
  The	
  Library	
  has	
  reference	
  copies	
  of	
  each	
  of	
  these	
  manuals,	
  and	
  there	
  are	
  brief	
  
checklists	
  in	
  your	
  Student	
  Handbook	
  and	
  Planner.	
  	
  
PLEASE	
  NOTE:	
  All	
  papers	
  may	
  be	
  electronically	
  checked	
  for	
  plagiarism.	
  	
  

Withdrawing	
  
from	
  Class	
  
	
  

After	
  the	
  last	
  day	
  established	
  for	
  class	
  changes	
  has	
  passed	
  (see	
  the	
  College	
  calendar),	
  you	
  may	
  
withdraw	
  from	
  a	
  course	
  by	
  following	
  the	
  policy	
  outlined	
  in	
  the	
  CCSJ	
  Course	
  Catalog.	
  

	
  
Resources	
  

Student	
  
Success	
  
Center:	
  
	
  

The	
  Student	
  Success	
  Center	
  provides	
  faculty	
  tutors	
  at	
  all	
  levels	
  to	
  help	
  you	
  master	
  specific	
  
subjects	
  and	
  develop	
  effective	
  learning	
  skills.	
  It	
  is	
  open	
  to	
  all	
  students	
  at	
  no	
  charge.	
  You	
  can	
  
contact	
  the	
  Student	
  Success	
  Center	
  at	
  219	
  473-­‐4287	
  or	
  stop	
  by	
  the	
  Library.	
  

Disability	
  
Services:	
  
	
  

Disability	
  Services	
  strives	
  to	
  meet	
  the	
  needs	
  of	
  all	
  students	
  by	
  providing	
  academic	
  services	
  in	
  
accordance	
  with	
  Americans	
  with	
  Disabilities	
  Act	
  (ADA)	
  guidelines.	
  If	
  you	
  believe	
  that	
  you	
  need	
  a	
  
“reasonable	
  accommodation”	
  because	
  of	
  a	
  disability,	
  contact	
  the	
  Disability	
  Services	
  Coordinator	
  
at	
  219-­‐473-­‐4349.	
  

CCSJ	
  Alerts:	
  
	
  

Calumet	
  College	
  of	
  St.	
  Joseph’s	
  emergency	
  communications	
  system	
  will	
  tell	
  you	
  about	
  
emergencies,	
  weather-­‐related	
  closings,	
  or	
  other	
  incidents	
  via	
  text,	
  email,	
  or	
  voice	
  messages.	
  
Please	
  sign	
  up	
  for	
  this	
  important	
  service	
  annually	
  on	
  the	
  College’s	
  website	
  at:	
  
http://www.ccsj.edu/alerts/index.html.	
  
	
  
In	
  addition,	
  you	
  can	
  check	
  other	
  media	
  for	
  important	
  information,	
  such	
  as	
  school	
  closings:	
  	
  
	
  
Internet:	
  	
  	
  http://www.ccsj.edu	
  
Radio:	
  WAKE	
  –	
  1500	
  AM,	
  WGN	
  –	
  720	
  AM,	
  WIJE	
  –	
  105.5	
  FM,	
  WLS	
  –	
  890	
  AM,	
  WZVN	
  –	
  107.1	
  FM,	
  
WBBM	
  NEWS	
  RADIO	
  78	
  
TV	
  Channels:	
  	
  2,	
  5,	
  7,	
  9,	
  32	
  

	
  
	
  

Emergency Procedures 
MEDICAL EMERGENCY                                

     EMERGENCY ACTION 

1. Call 911 and report incident. 
2. Do not move the patient unless safety dictates. 
3. Have someone direct emergency personnel to patient. 
4. If trained:  Use pressure to stop bleeding. 
5. Provide basic life support as needed. 

http://www.ccsj.edu/alerts/index.html
http://www.ccsj.edu
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FIRE 
     EMERGENCY ACTION 

1. Pull alarm (located by EXIT doors). 
2. Leave the building. 
3. Call 911 from a safe distance, and give the following information: 
• Location of the fire within the building. 
• A description of the fire and how it started (if known) 

BUILDING EVACUATION 
1. All building evacuations will occur when an alarm sounds and/or upon notification by 

security/safety personnel.  DO NOT ACTIVATE ALARM IN THE EVENT OF A BOMB 
THREAT. 

2. If necessary or if directed to do so by a designated emergency official, activate the building alarm. 
3. When the building evacuation alarm is activated during an emergency, leave by the nearest 

marked exit and alert others to do the same. 
4. Assist the disabled in exiting the building!  Remember that the elevators are reserved for persons 

who are disabled.  DO NOT USE THE ELEVATORS IN CASE OF FIRE. DO NOT PANIC. 
5. Once outside, proceed to a clear area that is at least 500 feet away from the building.  Keep 

streets, fire lanes, hydrant areas and walkways clear for emergency vehicles and personnel.  The 
assembly point is the sidewalk in front of the college on New York Avenue. 

6. DO NOT RETURN to the evacuated building unless told to do so by College official or 
emergency responders. 

 
IF	
  YOU	
  HAVE	
  A	
  DISABILITY	
  AND	
  ARE	
  UNABLE	
  TO	
  EVACUATE: 
Stay calm, and take steps to protect yourself. If there is a working telephone, call 911 and tell the 
emergency dispatcher where you are or where you will be moving. If you must move,  

1. Move to an exterior enclosed stairwell. 
2. Request persons exiting by way of the stairway to notify the Fire Department of your location. 
3. As soon as practical, move onto the stairway and await emergency personnel. 
4. Prepare for emergencies by learning the locations of exit corridors and enclosed stairwells. 

Inform professors, and/or classmates of best methods of assistance during an emergency.  
 

HAZARDOUS MATERIAL SPILL/RELEASE 
     EMERGENCY ACTION 

1. Call 911 and report incident. 
2. Secure the area. 
3. Assist the injured. 
4. Evacuate if necessary. 

TORNADO 
     EMERGENCY ACTION 

1. Avoid automobiles and open areas. 
2. Move to a basement or corridor. 
3. Stay away from windows. 
4. Do not call 911 unless you require emergency assistance. 
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SHELTER IN PLACE 
     EMERGENCY ACTION 

1. Stay inside a building. 
2. Seek inside shelter if outside. 
3. Seal off openings to your room if possible. 
4. Remain in place until you are told that it is safe to leave. 

BOMB THREATS 
     EMERGENCY ACTION 

1. Call 911 and report incident. 
2. If a suspicious object is observed (e.g. a bag or package left unattended):  
• Don’t touch it! 
• Evacuate the area.  

TERRORISM AND ACTIVE SHOOTER SITUATIONS   
    EMERGENCY ACTION 

1. Call 911 and report intruder.  

 
RUN, HIDE OR FIGHT TIPS: 

1. Prepare – frequent training drills to prepare the most effectively. 
2. Run and take others with you – learn to stay in groups if possible. 
3. Leave the cellphone. 
4. Can’t run? Hide – lock the door and lock or block the door to prevent the shooter from coming 

inside the room. 
5. Silence your cellphone -- use landline phone line. 
6. Why the landline? It allows emergency responders to know your physical location. 
7. Fight – learn to “fight for your life” by utilizing everything you can use as a weapon. 
8. Forget about getting shot – fight! You want to buy time to distract the shooter to allow time for 

emergency responders to arrive. 
9. Aim high – attack the shooter in the upper half of the body: the face, hands, shoulder, neck. 
10. Fight as a group – the more people come together, the better the chance to take down the 

shooter. 
11. Whatever you do, do something – “react immediately” is the better option to reduce traumatic 

incidents.  
 


