Monterey Peninsula College

BUSI 70 Business Communications


Online Course Survival Guide

This course is important to your success in the business world.  It is demanding and takes an exceptional level of effort and commitment to complete:

· This is a 3-unit course online class, which means that the presentation of materials is based on the student’s individual effort.  The presence of a teacher as in traditional classes is absent. 

· This course requires that students have good reading, writing, and organizational skills.

· Completion of an online course relies on the motivation of the student 

The following is important for completion of this course:

· Meet due dates

Please follow the course schedule as noted in your syllabus.  ACTIVE PARTICIPATION on the discussion website and assignment presentation is a must.  Assignments are due on the due date to receive full credit.

· Remain in contact with your Instructor

Even though you may not see your instructor on a regular basis, you are encouraged to email your questions or concerns about the course.  Email messages should be answered within 48 hours during the week.  Messages sent on Friday, Saturday, or Sunday will not be addressed until the following Monday.  If you do not receive an expected email in this time frame, email your instructor at dbusse@mpc.edu as your emails may not have been received.

You will be dropped from the course if you do not communicate and/or submit completed assignments (especially writing assignments) for two consecutive weeks.  It is your responsibility to remain an active participant in the course.
· Ensure your assignments are being RECEIVED, not just sent.

It is up to you to ensure that your assignments are being received by the instructor, especially the writing assignments which are submitted via email.  Notes verifying receipt will be sent to you periodically. In addition, your grade book will be updated as assignments are graded.  If for any reason an assignment that you have sent has not been received, it is up to you to provide a copy and verification that the assignment was sent on time.  

· Seek assistance from the English Center if you need extra help.

Assignments are graded on content, grammar, punctuation and spelling.  If you need assistance with writing, please seek help from the English Center.  They will provide services to help you produce a quality, college-level report.

 
· If you cannot meet the course requirements, it is your responsibility to drop the class.

Students who do not participate in all categories of the course will be automatically dropped from this class.  The status of your enrollment is up to you.   If you decide to drop the class, you are responsible for completing the process at the Admissions and Records Office.  There are no exceptions to this policy.
