NORTHEAST TEXAS
COMMUNITY COLLEGE

COMM 2305.001 - Editing & Layout (F2F)
Course Syllabus: Fall 2026

“Northeast Texas Community College exists to provide personal, dynamic learning experiences empowering students to succeed.”

Instructor: Mandy Smith
Office: HUM 116

Phone: 903-434-8254
Cell: 903-466-6377
Email: msmith@ntcc.edu

Weekday Office Hours
Monday 1:30-5:30
Tuesday 1:30-4:30
Wednesday | Online
Thursday 1:30-4:30
Friday

This syllabus serves as the documentation for all course policies and requirements, assignments, and
instructor/student responsibilities.

Information relative to the delivery of the content contained in this syllabus is subject to change. Should that happen,
the student will be notified.

Course Description:

3 credit hours.

Lecture/Lab/Clinical: Three hours of lecture each week.

Editing and layout processes, with emphasis on accuracy and fairness, including the principles and techniques of
design.

Prerequisite(s): None

Student Learning Outcomes:
Upon successful completion of this course, students will:
1. 1. Demonstrate an understanding of the basic techniques used in writing and copy editing a story for newsprint.
2. Demonstrate an understanding of the fundamental practices used for editing newspaper pages including copy
reading, copy editing page designs and gain an understanding of AP style.
3. Design and layout newspaper pages for publication in the student newspaper.
4. Demonstrate an understanding of the correct format for writing and editing headlines for a
newspaper.

Evaluation/Grading Policy:

The breakdown of the course requirements is as follows:
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Semester grades will be earned as follows

Percentage Letter Grade
90% and above A
80 %—89% B
70 %—79% C
60%—69 % D
59.9% and below F

Using the Normal Style text insert full detailed grading policies

Required Instructional Materials:
Harrower, Tim. Inside Reporting: A Practical Guide to the Craft of Journalism (3™ Edition)

The textbook is required and provides essential information for successful completion of this course. You will have
the online version on Blackboard through Inclusive Access or you can purchase a hardcopy at the College Store.

Publisher: Boston: McGraw-Hill:2013

Optional Instructional Materials:
You will need access to a computer to complete the writing assignments for this class. You will be typing your essays
in Word and submitting the final draft assignments through Blackboard.



Minimum Technology Requirements:

You will need access to a computer to complete the writing assignments for this class. You will be typing your essays
in Word and submitting the final draft assignments through Blackboard.

Required Computer Literacy SKkills:
Blackboard Learning Management System, Microsoft Word processing, average email usage.

Course Structure and Overview:

The goal of the Media Writing course is to help students develop a variety of skills needed for journalistic writing
including interviewing, reporting, writing, editing and revising. Students should acquire and apply these techniques
to a number of journalism writing styles comprising of news, feature, opinion, sports and entertainment.

Writing Assignments:

Please follow these instructions when writing your papers:

e Writing assighments, including a work cited page, must be typed in MLA format

o Use Times New Roman 12 pt. font

e Double-space

e Essay writing assignment will vary in length according to the type of newspaper article and the
specifications for the story.

Pay close attention to spelling, grammar, and punctuation.

o Due dates for all reading and writing assignment will be assigned during class and will also be noted in the
class calendar.

e Essay rough drafts should be printed and brought to class for a peer review session on the due date. WEPA
printing cards can be purchased in the NTCC bookstore. WEPA printers are located in the SUB and in the
Learning Commons (library).

e Final drafts will be submitted through a Blackboard Turninit assignment on the due date.

e Late papers are only accepted at the instructor’s discretion. Emergency situations will be handled on an
individual basis.

Reading Assignments:
Students are expected to read all assigned material before coming to class. You will be expected to respond to
reading assignments orally during class discussions.

Course Evaluations:

Toward the end of the course you will be asked to complete an online course evaluation. Students are encouraged
to fill out an evaluation for each of their courses. This will be your opportunity to share important feedback on each
of the courses you take at NTCC and the faculty member who teaches the class. Please watch for info about the
evaluation on your NTCC email account and make sure you participate in evaluating your experiences in the
classroom.

STUDENT RESPONSIBLITIES AND EXPECTATIONS:

Course Expectations:
To complete this course successfully, you should do the following:
o Read all of the textbook assignments.
e Participate actively and meaningfully in all group discussions.
® Prepare and submit all writing assignments on time.
e Attend class regularly.



Student Responsibilities:

Please try to make it to class on time. Many times, we begin writing and reading assignments at the start of class; if
you're late you will not be able to make up those assignments. You must bring the textbook (online version) paper
and a writing utensil to class. This is a media course; therefore, we will be reading news articles both in hard copy
and online and writing in class. You will not be successful in this class without the appropriate materials.

Please don’t engage in casual conversations during our lecture, discussion and group times or while we’re working
on other assignments. | reserve the right to act as necessary to maintain a productive class environment, including
asking disruptive students to leave, and in extreme circumstances, dropping chronic disruptors from my course. |
will not tolerate uncivil behavior toward other students during class discussions. Please silence your cell phones
when you enter the class. Please do not use cell phones, tablets or computers during class unless the device is
being used as a part of the classwork.

Attendance/Participation Policy:

Attendance will be taken daily either orally or by a sign-in sheet. If you come to class late, it is YOUR responsibility to
make sure that the instructor counts you in attendance for that day. Students who miss more than three class
periods will be subject to failure in this course.

Withdrawal policy:
It is your responsibility to drop or withdraw from a course. Failure to do so could result in receiving a failing grade for
the course.

Communications:

Office hours are listed on the top of the front page of this syllabus. | have also listed my cell phone. | do accept calls
and text messages on my cell. Emails will be answered within 24 hours. Please note that NTCC email is the official
form of communication used by the college.

Institutional /Course Policy:
To complete this course successfully, you should do the following:

o Read all of the textbook assignments

e Participate actively and meaningfully in all group discussions

® Prepare and submit all writing assignments on time

e Attend class regularly
Always remember to bring your textbook, paper and writing utensil to each class. You will be reading material
from the textbook and completing in-class writing assignments in a writing journal. You will not be successful in
this class without the appropriate materials. Please don’t engage in casual conversations during our lecture,
discussion and group times or while we are working on other assignments. | reserve the right to act as necessary to
maintain a productive class environment, including asking disruptive students to leave, and in extreme
circumstances, dropping chronic disruptors from my course. | will not tolerate uncivil behavior toward other class
members during class discussions. Please do not use cell phones, tablets or computers during class unless the
device is being used as a part of the classwork. Please inform me at the beginning of the semester if you plan to
use a digital copy of the textbook. See the evaluation criteria (rubric) for writing assignments at the end of the
syllabus.

Alternate Operations During Campus Closure and/or Alternate Course Delivery
Requirements:

In the event of an emergency or announced campus closure due to a natural disaster or pandemic, it may be
necessary for Northeast Texas Community College to move to altered operations. During this time, Northeast Texas
Community College may opt to continue delivery of instruction through methods that include, but are not limited to,



online through the Blackboard Learning Management System, online conferencing, email messaging, and/or an
alternate schedule. It is the responsibility of the student to monitor NTCC’s website (http://www.ntcc.edu/) for
instructions about continuing courses remotely, Blackboard for each class for course-specific communication, and
NTCC email for important general information.

Additionally, there may be instances where a course may not be able to be continued in the same delivery format as
it originates (face-to-face, fully online, live remote, or hybrid). Should this be the case, every effort will be made to
continue instruction in an alternative delivery format. Students will be informed of any changes of this nature
through email messaging and/or the Blackboard course site.

Statement Regarding the Use of Artificial Intelligence (AI) Technology:

Employees and students shall be permitted to explore artificial intelligence (Al) and implement its use in and out of
the classroom in accordance with policy and administrative regulations. The use of Al shall only be as a support tool
to enhance student outcomes or as necessary to engage in research and shall never take the place of faculty, staff,
and student decision-making. Any use of Al must comply with law, policy, and administrative regulations relating to
student and employee privacy and data security. A student shall only use Al tools with faculty permission and shall
be expected to produce original work and properly credit sources, including Al tools used in creating the work.

Example:
APA (7th edition)

OpenAl. (2026). ChatGPT (March 25 version) [Large language model]. https://chat.openai.com/
MLA (9th edition)

OpenAl. ChatGPT. 25 Mar. 2026, https://chat.openai.com/.

Employees or students who use Al tools to deceptively harm, bully, or harass others shall be disciplined in
accordance with policy. [See DH, DIA series, FFD series, FFE, FLB, and the FM series] Al Use by Employees and
Students. Northeast Texas Community College 225500 TECHNOLOGY RESOURCES CRB ARTIFICIAL INTELLIGENCE
(LOCAL) DATE ISSUED: 12/8/2025 1 of 1 UPDATE 50 CRB(LOCAL)-AJC Adopted: 12/16/2025

Additional Information on the Use of Artificial Intelligence (Al) in This Course:

All work submitted in this course is expected to be original work for this particular class. Any previously written
work, either by the student or another source, will either be considered ineligible for course credit or a percentage
of the grade will be heavily deducted.

This does include the use of any artificial intelligence (Al) generating tools like ChatGPT, Gemini, and Grok as well as
the Al-generating tools available through Microsoft Copilot and Google Docs. | use Turnitin’s Al detector to check for
Al usage for writing assignments in this course. The grade will be affected on any writing assignment that is detected
with more than 40 percent Al-generated material. Any paper having more than 50 percent Al-generated material
will be subject to receive a zero for the assignment. If your paper is flagged at more than 50 percent, you will be
required to meet with the instructor either face-to-face on campus or through a TEAMS video chat to discuss the Al-
flagged material. So, please avoid the temptation to use Al-generated work in any of your written assignment.

NTCC Academic Honesty/Ethics Statement:

NTCC upholds the highest standards of academic integrity. The college expects all students to engage in their
academic pursuits in an honest manner that is beyond reproach using their intellect and resources designated as
allowable by the course instructor. Students are responsible for addressing questions about allowable resources
with the course instructor. Academic dishonesty such as cheating, plagiarism, and collusion is unacceptable and may
result in disciplinary action. This course will follow the NTCC Academic Honesty and Academic Ethics policies stated
in the Student Handbook. Refer to the student handbook for more information on these subjects.

Plagiarism:
In any written paper, you are guilty of the academic offense known as plagiarism if you half-copy or copy


http://www.ntcc.edu/

another person’s words or sentences. Plagiarism usually results in an automatic grade of “F” for the assignment
or the course, depending on the offense. You cannot mix another author’s words with your own or “plug” your
synonyms into another author’s sentence structure. If you use someone else’s words, phrases, or sentences,
even if you are paraphrasing, you must cite the source. All essays for this course will be submitted to
Turnltin.com, which is a plagiarism and Al checker. Both the similarity report and the Al report are used to
determine plagiarism. Any questionable results will be shared and discussed with the student in a face-to-face
conference after class.

ADA Statement:

It is the policy of NTCC to provide reasonable accommodation for qualified individuals who are students with
disabilities. This College will adhere to all applicable federal, state, and local laws, regulations, and guidelines with
respect to providing reasonable accommodation as required to afford equal educational opportunity. It is the
student’s responsibility to request accommodation. An appointment can be made with the Academic
Advisor/Coordinator of Special Populations located in Student Services and can be reached at 903-434-8264. For
more information and to obtain a copy of the Request for Accommodations, please refer to the special populations
page on the NTCC website.

Family Educational Rights and Privacy Act (FERPA):

The Family Educational Rights and Privacy Act (FERPA) is a federal law that protects the privacy of student education
records. The law applies to all schools that receive funds under an applicable program of the U.S. Department of
Education. FERPA gives parents certain rights with respect to their children’s educational records. These rights
transfer to the student when he or she attends a school beyond the high school level. Students to whom the rights
have transferred are considered “eligible students.” In essence, a parent has no legal right to obtain information
concerning the child’s college records without the written consent of the student. In compliance with FERPA,
information classified as “directory information” may be released to the general public without the written consent
of the student unless the student makes a request in writing. Directory information is defined as: the student’s
name, permanent address and/or local address, telephone listing, dates of attendance, most recent previous
education institution attended, other information including major, field of study, degrees, awards received, and
participation in officially recognized activities/sports.

Tentative Course Schedule
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