Written Assignment Guidelines 
Overview:  
Written assignments require you to exhibit thoughtful analysis of the issues presented to you. The purposes of the written assignment are (1) to train you to think and critically analyze a wide range of issues; and (2) to write effectively for your audience.  
The written assignment allows you to develop you own individual writing style, so use your own voice, not that of your sources. Written communication is a critically important skill for any leader.  As a supervisor, you will have opportunities to provide your input on issues of importance to the organization. You should have one or more goals in mind when you prepare your written assignment—to inform, to explore, to discuss or to convince. We will not be focusing on properly citing and referencing your work, but the words in your paper should be your own. If you use quotes or take material from the text or other sources, please be sure to acknowledge it in your writing. Finally, use spell check and proper grammar in your writing. 
  
Assignment Tips  
1. Be sure to review the weekly lesson plan and learning module requirements for your written assignments. It is important for you to identify and understand the instructor's expectations.  
2. Begin work on your assignment as early as possible in the week. This will allow ample time to consult course materials and ask questions if you don’t understand something.  Assignments are different lengths; double-space papers. Regardless of length, the content is the most important part of the assignment. 
3. Your writing should integrate what you have learned and studied that week and in prior weeks. Your own individual assessment should always be the core of your response. In a sense, your readings function as your library, and your own life experiences, analysis and values aid you in interpreting what you have read.  

 
Grading for Written Assignments 
 
[bookmark: _GoBack]Please review the instructions in the learning module and lesson plan for expectations and recommended length. All assignments need to be double spaced, 12-point font, 1-inch margins. I prefer Times New Roman or Arial fonts. Be sure you use Microsoft Word or other word processing software. All assignments are due on the assigned date.  
 
Be sure your name is on your paper! 
 
	 
Criteria 
 
	 
Possible Points: 20 or 40


 	 
Analysis:                                                      	Max 8 or 16 points 
Able to analyze the important issues presented 
 
	 
Integration: 
Creative application of the concepts and theories presented in the course material. Appropriate use of examples or personal experiences. 
. 
 
	 
       Max 8 or 16 points 



 	 
Organization: 	  Max 2 or4 points 
Logical and persuasive presentation of 	 
information. Demonstration of a central idea or theme.  
 
	 
Effective Writing: 
· Clear focus 
· Tone and word choice 
· Grammar and spelling 
· Sentence and paragraph development 
 
	 
         Max 2 or 4 points
 


 
