Course:
ESM 360 Emergency Management Planning and Technical Writing
Instructor Information:

i) Name:
ii) Phone: 

iii) Email:  

iv) Office Hours:  
General Course Description:  This is an online course and will follow the format promulgated for such by the University.  We will use, in no particular rank order:  assigned readings, introduction discussions, technical writing assignments, and one exam.  The primary purpose of this course is to facilitate an understanding of the importance of disaster planning and to provide students the tools and rudimentary skills to effectively write plans.

Course  Prerequisites: There are no formal prerequisites for this course.  Students are expected to have sufficient research and writing competency, as well as sufficient academic and practical experiences.
Course Objectives:
By the end of this course, students will understand the importance of disaster planning and have the tools and rudimentary skills to effectively write plans. This course examines terminology, concepts and principles of community risk assessment, planning, and response to all types of disasters (e.g. all hazards), including National Incident Management System (NIMS) Incident Command System (ICS), mutual aid and automatic response, training and preparedness, communications, civil disturbances, mass casualty incidents, among other related topics. Participants will exercise the art of technical writing in developing plans, procedures, and policies in accordance with current emergency management planning guidelines and best practices.


This is an advanced discipline-specific writing course, though the technical writing lessons provided and learned are certainly interdisciplinary in nature. In the course, we practice and study selected types of discourse employed in professional writing situations, preparing students for different systems of writing in their professional lives. Examples from the writing of workplace professionals are analyzed and used as models to demonstrate the transition from academic to professional writing. Students create and revise writing samples throughout the course and compile a portfolio of writing samples.  
After taking this course, students will: 

· Know how to write effective emergency management and business documents, including e-mails, memos, letters, résumés, letters of application, designed documents, visuals, sets of instructions, and various types of short reports

· Be able to analyze and evaluate audience, purpose, and situation

· Recognize the ethical implications of business communication

· Understand the importance of and strategies for communicating with international readers

· Know how to work as part of a collaborative team

· Be able to create visuals such as tables, graphs, bar charts, and pie charts

· Have experience preparing for an oral presentation with presentation software slides

· Have a portfolio of writing samples to bring to interviews

Course Requirements: 

1. Read all assigned materials. 

2. Complete and submit assignments by due date/time. 

Textbook:


Kolin, Philip, Successful Writing at Work, Concise Edition, Cengage Learning, 2009, ISBN-10: 0-618-94864-3.
Required Reading:  

U.S. Department of Homeland Security, The Integrated Planning System, January 2009, Foreword and Chapter 1.
U.S. Department of Homeland Security, National Response Framework, January 2008, Introduction, Chapter I, and Chapter II.

U.S. Department of Homeland Security, Federal Emergency Management Agency, Developing and Maintaining Emergency Operations Plans: Comprehensive Preparedness Guide (CPG) 101, Version 2.0, November 2010.
Multi-Media Presentations:

Within each week’s listing of readings and assignments, there are optional, yet helpful YouTube multi-media presentations produced by James Lipuma, PhD of New Jersey Institute of Technology.

Course Expectations of Students:

Students are encouraged to seek application of material presented in class to the students’ personal, professional, and academic environments. Students should observe real-world activities, watch media (news, documentaries, etc), read professional journal, and research texts and the Internet for information relevant to the topic of leadership and share this information in class.

This course will be covered over the next eight weeks. However, both the instructor and students must cover the same material that is normally covered in sixteen weeks in a traditional face-to-face course. Therefore, this course will be fast-paced. It is incumbent upon the student to ensure that he/she remains current with the course requirements. If the student encounters any problems or issues that affect his/her participation in the class, the student must notify the instructor of the problem or issue as soon as possible.

Because of the pace of the class, students should not schedule vacations or other activities that will interfere with their participation in the course. Students who experience difficulties with the pace of the course should consult the instructor to determine if the instructor can recommend resources or techniques that can assist the student. The instructor must ensure that all aspects of the course are covered within the course’s timeframe. Therefore, the instructor cannot excuse a student from participating in any segment of the course. The instructor must ensure that all students are held to the same expectations and standards uniformly.

If a student determines that he/she cannot keep pace with the course, or experiences a situation in which he/she will not be able to complete the course, the student should consider withdrawing from the course. Generally, the instructor does not issue an incomplete grade, or “I”, simply because a student cannot keep pace with the class. In rare but exigent situations, such as a medical problem or a military deployment, the instructor may be able to issue an incomplete grade providing the student submits documentation of the situation and can complete the work in a reasonable period of time. The issuance of an incomplete grade is at the sole discretion of the instructor. The student must consult with the instructor regarding an incomplete grade rather than assuming he/she will automatically be granted such a grade.

If a student chooses to withdraw from the course, it is the student’s responsibility to ensure that he/she follows the university’s withdrawal process. If a student has questions regarding this process, he/she should contact the Registrar’s Office. Students who receive financial aid, scholarships, or GI Bill assistance should understand that, if they withdraw from the course, the withdrawal may affect their assistance. Students should contact the Financial Aid Office with any questions regarding assistance.
Because the class is conducted online, students must ensure that their computer is capable of handling the data transactions that occur in the online environment. This data will not only include the accessing of websites and posting of messages, but the submission of documents as attachments and the downloading of video files. Generally, computers that are less than two years old should be robust enough to work in the online learning environment. Students also need to ensure that their internet connection is fast enough to handle the transmitting and receiving of data. Most DSL, satellite, or similar connections should suffice. However, students who are using dial-up connections may experience difficulties. If a student only has a dial-up connection, they may wish to see if there is a local library with computers from which they may take the course. Another option is to have a notebook or tablet computer with a Wi-Fi card and locate a “hot spot” where they can access the Internet. McDonald’s, Starbucks, and many other public venues are now offering Wi-Fi access.

In this course, students are expected to write and/or develop several types of written works using the course textbook as a style guide. Students are also expected to develop their papers and presentations using Microsoft Office’s Word and PowerPoint programs. Students should ensure that they use at least the Microsoft Word 1997-2003 version.  Papers submitted in other formats, such as WordPerfect, will not be accepted.

Course Assignments and Evaluation:

Examinations:


There will be a final examination in this course. The examination provides an

exercise involving two technical writing tasks. The tasks will require students

use the guidance provided by the reading assignments. The instructor will provide any additional instructions regarding the examination on Week 7 of the course.

Graded Writing Assignments:

Students will have writing assignments related to previous and current

week lesson materials. These assignments are due at 10:00 p.m. EST on the 

Sunday at the end of Weeks 4, 5, 6, and 7. Pay close attention to the Week 

6 assignment, as this may require more effort than the other assignments. 

Therefore, review the Week 6 writing assignment at the beginning of the 

course and work through the assignment throughout the course of the 
first six (6) weeks.
Why We Write:


Probably no other student activity, other than public speaking, is loathed more by


students than writing papers.  Nevertheless, it is an important aspect of an 


emergency management and/or homeland security education at the university 


level for several reasons.  Learning to write professionally is one of the hallmarks


of a university education.  The three hallmarks of a university education are:

· scholarship

· research, and 

· publication. 

In this class, you will perform these activities. The reading and comprehending of the course material along with the online discussions comprise the scholarship component. The preparation for writing your papers will requires you to research and review academic studies that relate to emergency management planning and technical writing, and will comprise the research component. The university has designed this course to ensure that you receive the full benefit of these activities as they contribute to your education and professional development. 

Additionally, the profession(s) of emergency services management and/or homeland security requires extensive writing that demands that its professionals have good writing skills. First impressions are important and for many emergency management and homeland security professionals, their reports are frequently the first association others have with them that form the impression. If a student wishes to consider him- or herself a professional, he or she must write like a professional. Good writing skills will serve a student well throughout his or her career. 

Student Engagement: 

Students are expected to read all chapters and other reading assignments. The chapters and discipline-specific reading and audio/visual (multi-media) assignments are grouped together by week. Students will have writing assignments related to previous and current week lesson materials. These assignments are due at 10:00 p.m. EST on the Sunday at the end of Weeks 4, 5, 6, and 7. Pay close attention to the Week 6 assignment, as this may require more effort than the other assignments.  Therefore, review the Week 6 writing assignment at the beginning of the course and work through the assignment throughout the course of the first six (6) weeks.
Course Assignments and Evaluation: 

The following displays how grades will be calculated. 

Assessment Score 
Week 4 Writing Assignment 100
Week 5 Writing Assignment 100

Week 6 Writing Assignment 100

Week 7 Writing Assignment 100

Final Exam 100 

Total Possible Points 500 

Departmental Grading Scale: 

A = 90% - 100% 

B = 80% - 89% 

C = 70% - 79% 

D = 60% - 69% 

F = below 60% 

Make-Up Work and Extra Credit: 

Because of the pace of the class, make-up work is not permitted. Also, there will be no extra credit unless otherwise announced by the instructor.
Course Schedule
Week
Date



Topic




Assignment


1.
Introduce ourselves.  Course overview and introduction to emergency management planning and technical writing (Textbook Chapter 1; DHS, The Integrated Planning System, January 2009, Foreword and Chapter 1; DHS, National Response Framework, January 2008, Introduction, Chapter I, and Chapter II).

* YouTube videos: 
Introduction to Technical Writing http://www.youtube.com/watch?v=kmpzzGebHng
Technical Writing – General Instruction http://www.youtube.com/watch?v=Hxz6-m9vxdg
Definition Rules http://www.youtube.com/watch?v=bws5BMVPjY4
* Introduce yourself via the Course Discussion Board for Week 1. Provide your name, work background, location (city/state), and something interesting about yourself, e.g., hobbies, family, favorite vacation spot.

2.

Writing Process and Collaborative Writing (Textbook Chapter 2; DHS/FEMA, Developing and Maintaining Emergency Operations Plans: Comprehensive Preparedness Guide (CPG) 101, Version 2.0, Introduction and Overview [Intro 1-3] and Section 1 [1-1 through 1-8]).



* YouTub videos: 
Technical Communication http://www.youtube.com/watch?v=RJf-Sd7QpQA
Goal Objective Outcome Purpose and Success http://www.youtube.com/watch?v=iHH-sOkkUHo
Decision Making http://www.youtube.com/watch?v=TM1kDVdE4ek
3.

Memos, Faxes, and E-Mails; and Letters (Textbook Chapters 3 and 4; CPG 101, Version 2.0, Section 2 [2-1 through 2-6]).
*YouTube videos:
Persuasion 

http://www.youtube.com/watch?v=ZpVT1PEcmBw



Letters, Memos, Emails

http://www.youtube.com/watch?v=aFvqq-Z5i1c
Goal+Target+Situation=Package http://www.youtube.com/watch?v=6Ojr-WUeylw
4.

How to get a job (Textbook Chapter 5; CPG 101, Version 2.0, Section 3 [3-1 through 3-12]).
*YouTube videos: 
Resume Introduction http://www.youtube.com/watch?v=qsZ12hm-Y7M
Resume Elements http://www.youtube.com/watch?v=ua1o2YjL-Xo


Interviews 

http://www.youtube.com/watch?v=EwFc5KyZfjk
Recommendation Letters http://www.youtube.com/watch?v=8hfLMfV4JiY
* Writing Assignment: Develop a resume based upon the lessons learned from this week’s course content.  If you have a current resume, feel free to update/revise your existing resume for submittal.

5.
Document Design and Visuals (Textbook Chapter 6; CPG 101, Version 2.0, Section 4 [4-1 through 4-25]).


* YouTube videos: 
Graphic Difference and Change http://www.youtube.com/watch?v=MFQf6cnRxzA
PowerPoint Templates http://www.youtube.com/watch?v=fjPf1bL78hs
Changing Your Mindset http://www.youtube.com/watch?v=tXkapNbqV0Q
Graphics Difference and Change http://www.youtube.com/watch?v=MFQf6cnRxzA
* Writing Assignment: Use the lessons learned thus far to critique the “City of New Orleans EOC Update, 0900 hours, 8 November 2006 PowerPoint presentation and its content.  Specifically, what content and formatting would you modify in order to improve the presentation’s effectiveness; and, what are your reasons (referencing course textbook guidance) for such recommendations?

6.
Instructions and Procedures; and, Short Reports and Proposals (Textbook Chapters 7 and 8; CPG 101, Version 2.0, Appendix A).
* YouTube videos: 
Instructions and Process Descriptions http://www.youtube.com/watch?v=W2XnqF1XyKM
Ranges 

http://www.youtube.com/watch?v=COvWAKuPNic

Proposals

http://www.youtube.com/watch?v=jLuDJc54s8o
* Writing Assignment: Review and revise the provided Emergency Support Function (ESF) 8 Annex of a generic County Emergency Operations Plan (EOP). Make the Annex more concise while retaining the essential content of the document. There are multiple ways to accomplish this task using the guidance provided in the course textbook and other course materials and presentations.

7.
Oral Presentations (Textbook Chapter 9; CPG 101, Version 2.0, Appendix B).


* YouTube videos: 
Contexts and Situation http://www.youtube.com/watch?v=se9oegkrS_w
Considering TRIBE http://www.youtube.com/watch?v=vtycaCqBDUM



Tone 

http://www.youtube.com/watch?v=f4kuIN4c-38
Considering MIMES http://www.youtube.com/watch?v=RB8KzhTNG8g
* Writing Assignment: Choose a technical process, e.g. changing mobile radio channels, starting an I.V., etc.; and, develop written procedures based upon the guidance provided in this week’s course content on writing instructions and procedures.

8.
Oral Presentations II; Wrap-up (Textbook Chapter 10; CPG 101, Version 2.0, Appendices C and D).
* YouTube videos: 
Ability to Critique

http://www.youtube.com/watch?v=HJaPQyOZW4g
Teaching Philosophy 

http://www.youtube.com/watch?v=TnkB-DdGFu0
Interpersonal Interaction

http://www.youtube.com/watch?v=eT7WEadDRuE
* Final Examination, Comprehensive

* - Students who plan to graduate at the end of the semester must notify the instructor in advance as it may be necessary to allow these students to take the exam early in order to have grades submitted in time for graduation.
Course Policies: 

1. Deadlines: This syllabus provides information on when assignments are due. Late work will result in a 5% deduction per day from your grade on the assignment. 

2. Special Needs: Anderson University is committed to providing equal educational opportunities for students with documented disabilities. Students who require disability services or reasonable accommodations must identify themselves as having a disability and provide current diagnostic documentation to the Center for Student Success. All information is confidential. Please contact the Center for Student Success for more information at 864.231.2107 or the Student Center Building. You may also visit the center’s website: http://www.andersonuniversity.edu/success.aspx?id=2807. 

3. Academic Honesty: This course adheres to the Anderson College Academic Honest and Dishonesty Policy that is found on page 271 of the current university handbook (http://www .magazooms.com/reader/index.php?mzID=110601113541). In short, no form of cheating will be tolerated. Those violating the policy will be referred to the Academic Affairs. 

In Conclusion:

Syllabus Changes: This syllabus assists the student by providing an overview of the essential aspects of the course. The contents of the syllabus are subject to change without notice. This syllabus is not a contract or other legally binding document
It is a privilege to serve as instructor for this course.  The instructor recognizes that some participants may be more informed of sociological theory, and its application, than others.  The instructor is responsible for helping participants understand the course textbook readings and the terminology, concepts and principles contained therein.  Understanding is facilitated if participants keep the topic of the term paper in mind throughout. 

