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“Kill your darlings, kill your darlings, even when it breaks your egocentric little scribbler’s heart, kill your darlings.”
The first draft is black and white. Editing gives the story color.
Let the reader find that he cannot afford to omit any line of your writing because you have omitted every word that he can spare.
“When you write a book, you spend day after day scanning and identifying the trees. When you’re done, you have to step back and look at the forest.”                                                                                                                                                
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General Course Format & Instructor Presentation Style
This course primarily occurs as a series of discussions, in-class activities, and out-of-class assignments. I will do very little lecturing but it will be on regular basis, and I will not merely repeat for you the texts/readings. 
Students must be prepared to participate, which means consuming the relevant readings before the class in which we’re to discuss them, and expecting to share their own thoughts (informed by the readings) about each day’s material. 
My presentation style tends to somewhat laid back and informal. I like to have fun helping students learn, engage the material, and foster a healthy class environment. I hope you’ll find my style to be accessible and that you’ll find me to be approachable, and that those things enhance your ability to learn. However, don’t assume that “fun = low standards.” I will not work harder for your degree than you do. Because this is an upper division course, my expectations regarding your attention to course material and the quality of your ideas and performance will be high. (But remember I’m here to help you along the way.)
	
Course Student Learning Outcomes (SLOs)
Although writers attract the plaudits (and brickbats) of the literary world, those who work on the editorial side of the business are largely responsible for the finished product. Checking for the accuracy of information and avoiding any legal pitfalls has always been too important to leave solely in the hands of the writer!
Successful subediting is not only an art, but also a very skilful business. It requires an organised mind and a cool disposition, as well as flair, imagination, an eye for detail and an ability to thrive under the pressure of deadlines.
In the early part of this course you are taken through the maze of legal responsibilities and restraints affecting every type of publication. Having understood this, you will learn in detail the range of technical skills required of the subeditor in preparing a newspaper or magazine for print.
At the end of this course students will be able to:
· Student will learn the practical aspects of newspaper editing
· Students will learn copy editing, symbols and use of computer, condensation, verification of spellings and facts, headline writing, story selection
· Students will learn the basics of page layout
· Students will develop and improve re-writing skills with an emphasis on how to analyze, recognize and re-write the information provided in a field story with a view to improve it

Health and Safety Precautions:
1. Wear a mask while you’re on campus or in class and cover your face from chin to your nose
2. Maintain social distancing while on campus or in class. Maintain minimum 6 feet distance.
3. Sanitize your hands time to time.
4. Incase of fever, flue or any Covid-19 Symptoms contact emergency services and don’t come to attend classes
5. Incase of not feeling well during the class contact Mercy Health Centre.
6. Avoid public gathering 
7. Always cover your mouth and nose with a tissue when you cough or sneeze or use the inside of your elbow and do not spit.
8. Throw used tissues in the trash.
9. Immediately wash your hands with soap and water for at least 20 seconds. If soap and water are not readily available, clean your hands with a hand sanitizer that contains at least 60% alcohol.
10. Clean AND disinfect frequently touched surfaces daily. This includes tables, doorknobs, light switches, countertops, handles, desks, phones, keyboards, toilets, faucets, and sinks.
11. If surfaces are dirty, clean them. Use detergent or soap and water prior to disinfection. 
Course Policies
[bookmark: _Hlk54477802]Moodle and Email Communication: All students are expected to have an FC College login ID and email address. Moreover, students must familiarize themselves with the Moodle course management system here at FCCU. We will make use of Moodle for distributing the course syllabus, course assignment instructions, and other information as necessary. In addition, you should also get in the habit of checking your FC College email account routinely, as this is my most reliable means of communication with you. I will not be answering your emails coming from private addresses e.g Hawkeyes20 @gmail.com or cute_dude@ Hotmail.com such emails directly go to my trash folder. Before sending your email to mention your full name and course, you have taken from me. You all are required to log into your Moodle account which is tmoodle.fccollege.edu.pk/moodle 

Synchronous and Asynchronous Mode
F2F lectures will be broadcasted live through MS Teams during actual class timings. Later on recording os the same lecture will be available on Moodle course page. Students who are taking classes from home will be able to join classes either live or watch video lecture according to their convenience.
Handouts and Course Material
Handouts and course material will be distributed trough Moodle course page. All assignments and class activities and discussions will be posted through Moodle. 

Attendance: There is a strong positive correlation between attendance and performance in class; therefore, you are expected to be here every day. That said, I do realize that life sometimes makes attendance impossible (e.g., illness). For this reason, we will adhere to the following policy. 
One or fewer absences (for any reason) will result in a raise of your final grade by one grade (e.g., if your work grade is B+, the final course grade will be raised to A-). Three absences will not affect your grade. The fourth and each subsequent unexcused/ excused absence, or any absence on a guest speaker or project presentation day, will result in a lowering of the marks according to the following criteria.
	No of Absences 
	Deduction of Marks

	1-2
	0 Marks 

	3-4
	2 Marks

	5
	4 Marks

	6
	6 Marks

	7
	7 Marks

	8
	10 Marks

	10 or more
	10 Marks



Late Comings
We will have 8 minutes window for everyone Students who arrive after attendance has been taken that day, students who leave class early, students who repeatedly make restroom visits during class, and students who fall asleep during class, may all be considered absent. Your attendance grade is also contingent upon your being prepared for class. If you are physically present but are not prepared and do not engage the class proceedings accordingly, you will be marked one-half day absent. Preparation involves reading the assigned materials ahead of class and getting engaged in each day’s proceedings.  This compulsion does not apply to online classes. 
Employment Interviews
Note also that employment interviews will not be considered grounds for an excused absence. If you plan to be interviewing this semester, carefully consider putting your two free days toward this purpose and plan accordingly. Appropriate documentation is always required from any student wishing to have an absence excused for any reason.
College & Society Activities
You should keep in mind that college and society activates will not be considered for an excused absence. I can understand that you all part of college societies and I consider it a healthy activity for students to participate in extracurricular activities but it doesn’t mean that you are going to miss my class. Such an absence will be judged under the laid out attendance formula.  
I will not give you a hard time if you are absent (although I might show concern because I care about you as people). However, it is always YOUR responsibility to obtain any information/material/announcements disseminated while you were gone FROM SOMEONE OTHER THAN THE INSTRUCTER. In other words, email messages saying “Hey, Sir Adeel, I was gone. What did I miss?” go straight to my trash folder. Want my advice? Make a buddy or two in class and be each other’s lifeline. 

Class Participation We’re all expected to be in class ON TIME and tuned into each day’s proceedings. Moreover, I don’t want to listen to myself talk the whole time every day. I’m counting on you to have consumed all assigned readings ahead of time and to raise meaningful discussion (e.g., offer insights, answer questions, ask intriguing questions) as it pertains to the topic at hand. I would point out that repeatedly arriving late to class, sleeping during class, and being absent are NOT meaningful contributions. The instructor reserves the right to impose a one-half absence for each day of inadequate and/or inappropriate participation.

No Electronic Devices In Class: This may seem radical to you, but let me explain. (1) Devices invite multi-tasking at best and outright distraction at worst. Research is clear. The quality of your cognitive work suffers when you attempt to multi-task or operate under distraction. (2) Devices trigger negative long-term effects on your declarative memory—this is the memory that lets you recall what you’ve learned from earlier studying. (3) Chronic multi-tasking makes you worse at choosing which task to focus on!—so you end up skittering through many things without doing any of them well. And even if you try to be dutiful and focused in your use of computers, those same devices are now designed to yank you out of your focus by delivering pings, pop-ups, icons, beeps, and other attention-grabbers—even ones you didn’t see coming. I’m not trying to deny you the choice of how to spend class time as much as I’m trying to help you protect your precious focus against things that won’t help you learn. (4) Research is again clear that students who take notes by hand outperform those who take notes using some form of electronic technology. The reason is that writing notes by hand forces students to listen carefully to what’s being said, then to distill the key essence in order to write it down in time to keep up with the discussion. In doing this, the brain immediately gets to work on learning the material. By contrast, tapping notes on a keyboard teaches students merely to copy information while bypassing entirely the mental processes associated with condensing, repackaging, and locking away the information. I want to encourage bona fide learning, not copying. Plus, I don’t want to disadvantage anyone by keeping them from the performance bump that comes from hand note-taking. (5) Finally, there seems to be a “secondhand distraction” effect whereby a screen user ends up distracting any other student within view of the screen. Research suggests those who choose not to use screens end up performing worse when their classmates use screens than if those screens were not present. Therefore, unless an assignment requires and an announcement is made in advance, we will officially ban laptops, tablets, phones, and similar technologies for the duration of each class meeting. 

Makeups: In general makeups and incompletes are not offered for any opportunity to earn points. There are, however, situations in which a makeup might be considered (e.g., religious observances, extreme illness, death in the immediate family). In any case, students wishing to make up an exam or assignment must notify the instructor in advance of that exam or assignment’s due date, as far as possible. In all cases, documentation will be required (e.g., doctor note, obituary announcement). Absolutely no makeup will be offered if the request is made after the opportunity’s due date. In case I miss a class I will arrange a makeup for that class and you all will be informed beforehand.
Assignments: All students are required to complete certain assignments in order to complete this course. Assignments grades will be communicated to you after the five working days of the submission. However assignments will not be given back to you (you can check them at anytime by making and appointment with me) they will remain part of my record which helps me to grade you at the end of the semester. In case you need your checked assignment, you can make a photocopy it for you record. 

Late Work: All assignments are to be submitted by the appropriate deadline. Work turned in after the submission deadline will be docked 50% of the assignment’s full value per calendar day late regardless of the actual score the student earned. This can be stated using the following formula: THIS FORMULA APPLIES TO THE ASSIGNMENTS THAT ARE GIVEN OUTSIDE MOODLE

	Assignment delay 
	Deduction of Marks

	Same day after the class
	25%

	1 Day later
	50%

	2 Days later
	100%




The “Seven Day” Rule: Whenever a graded assignment’s marking is communicated to the students, that student has seven (7) calendar days to raise any questions pertaining to the grade on that assignment. No requests for grade changes can be honored after the seven-day window expires. This policy encourages you to be proactive in keeping track of your achievement in the course.

Hardcopy & Staple Rules: I hate that this happens, but reading from a screen for long periods of time gives me massive headaches. Unless specifically directed otherwise, all written assignments must be submitted in printed paper form. Emailed assignments cannot and will not be accepted. Moreover, most of these assignments are multi-paged in nature. In such cases, a simple staple in the upper left-hand corner will be required. Loose pages without staples (e.g., even if they have that “fold over and tear” fastening technique) will not be accepted. “I couldn’t get my printer to work” is NEVER a valid excuse for submitting an assignment after its due date. Practice being a professional. Know your due dates, budget your time, and plan accordingly so that you have ample time for printing and avoiding printing delays. This rule applies to all those assignments given outside Moodle.

Academic Integrity: Plagiarism and/or cheating of any kind will result in the student’s failure of the entire course (and may result in additional disciplinary action at higher levels). This is consistent with the FC College Code for Academic Integrity. Examples include but are not limited to cheating on exams, copying written assignments, submitting the same work for more than one course, submitting work for another student, failing to attribute credit for ideas that are not yours, or allowing another student to copy your work. Sometimes it is necessary for a student to repeat MCOM 301. In this case, repeat students may not submit work completed during a previous semester. Want my advice? Just don’t do any of this. It really isn’t worth the risk of getting caught. Besides, cheating is typically more effortful than honest learning. If you can learn the material honestly without resorting to behaviors that carry seriously averse consequences.

General Class Issues
Office hours are for your benefit: I hold office hours to offer you additional instruction or to talk about issues personal to you. Feel free to email me regarding the same matters. I do try hard to respond to your email messages the same day, but please allow up to 24 hours for a response, not counting Saturdays or Sundays. (For example, if you email at 4:59 p.m. on a Friday, you should not expect a response until 4:59 p.m. on the following Monday.) If you choose to email me, please don’t be offended if I ask you to bring your issue to me in person. For certain issues, email hinders our ability to achieve mutual understanding, which complicates the process of getting you the help you want. Also, please do not ask for grade-related information via email. Privacy regulations prevent me from revealing and discussing grades online. If you have a grade-related issue, I’ll be happy to help you in person. 
Social Media Interaction: I am a great admirer of social media and I usually accept my student’s social media requests but that doesn’t mean that you post your course queries on social media. I simply don’t answer such queries.
Mobile Phone Interaction: I don’t discuss course related queries over mobile phone and I even don’t prefer mobile phone communication related to course content and assignment. Please don’t waste your time to call me from unknown number as I don’t pick unknown numbers.
Final Grading and Rechecking of Paper: You grades are distributed in many sections as it is reflected in this syllabus that means you have to scores high in all sections in order to get an A or A-. You will be informed regarding your performance and grades time to time during the semester. Once final grades are uploaded they will not be changed in any circumstances. After the final grades are uploaded I will be available in my office for seven working days to answer queries regarding grades after this I will not answer any query regarding grade change or rechecking of the papers. You are required to manage your time accordingly.
Please be respectful of others: Listening to and appreciating the viewpoints of others requires our honest attention and consideration. You and your peers have paid large sums of money in order to learn here, and you are entitled to the best learning opportunities we can provide. Please silence cell phones, avoid conversations unrelated to the course, and conduct yourself in ways that promote yours and others’ learning. Failure to comply with the above may result in your being requested to leave, meet with me (and/or the department chair) to discuss your conduct, or any combination of these. 

Tips for Success in MCOM 202 
· Attend class each day and take careful notes BY HAND: Research shows that students who take notes by hand outperform those who take notes using a computer. We think this is because having to keep up by hand forces your brain to engage the material whereas the computer merely requires you to capture information without sifting it through your mind. 
· Read all assigned readings ahead of time: Take notes in the margins and jot down things those ideas make you think of, questions about ideas you don’t understand, and so on. Then, bring those questions/notes with you and raise them during class. 
· Use recall and never highlight: After you read a page/section, look away and try to recall the main ideas. Don’t bother highlighting; just putting your eyes in front of words and painting over them does not equal actual recall. You’re better off handwriting important concepts in your own words. Also, try recalling main ideas when you are walking to class or in a different room from where you originally learned it. Being able to recall concepts in settings other than where you were exposed to them strengthens learning!
· Space your repetition: Spread out your learning a little every day, just like an athlete. Your brain is a muscle; it can handle only a limited amount of exercise on one subject at a time. One hour a day five times a week is much more effective than five hours all at once!
· Use the “70-year-old grandmother” test: As you learn, practice explaining the material to someone who’s never heard of our course, say, your 70-year-old grandmother (or a ten-year-old—that works, too). Don’t just think your explanation to yourself. Say it out loud and/or write it out in your own words. 
· Ask your instructor about anything you don’t understand as you go: Don’t begin studying the night before an exam, and don’t wait until you fail your first assignment to begin asking questions. I’m here to help, and I can only help you if you come ask!
· Study in small groups: After you’ve put in your time on your own (and ONLY after you’ve studied solo), get together with classmates and practice explaining the material to each other. Just like writing out ideas in your own words, explaining the ideas to others engages higher-order learning. Plus, you can help each other should anyone need it.
· Get sleep: Prolonged fatigue leaves your brain unable to process whatever you’re trying to learn. You won’t be able to think as quickly or as well. Make sure to prioritize sleep, especially before an exam or important presentation. According to research, a sleep-deprived brain is no better than one that never studied in the first place!

Point Breakdown and Grading Scale 
	Activity Break Down
	Points Break Down

	Attendance
	10 Points

	Class Participation
	05 Points

	Mind Term	
	30 Points

	Class Assignments
	20Points

	Final term
	35 Points

	Total
	100 Points



	Grading Legend
	
	
	

	Grades
	Quality Pts
	Numerical Value
	Meanings

	A
	4
	93-100
	Superior

	A-
	3.7
	90-92
	 

	B+
	3.3
	87-89
	Good

	B
	3
	83-86
	 

	B-
	2.7
	80-82
	

	C+
	2.3
	77-79
	Satisfactory

	C
	2
	73-76
	 

	C-
	1.7
	70-72
	

	D+
	1.3
	67-69
	

	D
	1
	60-66
	Passing

	F
	0
	59 or below
	Fail







Course breakdown - weekly breakdown with topic
	WEEKS
	TOPICS
	Mode of Instructions
	ACTIVITIES

	Week 1
	Introduction to syllabus and work Plan
Hierarchy of a Newspaper organization
Introduction of a Newspaper and its segments
Newspaper Vs Tabloid, magazines and other kinds of publications
	F2F/Asynchronous
MS Teams/Zoom
	Structuring and re-writing of news story (Inverted Pyramid, Kabob, hourglass)
Asynchronous Activity: Develop a Story on Moodle Forum

	Week 2
	Editor's Changing yet consistent Role
Changing work practices
Key people in production
Two eras of digital editing
The sub’s role
	F2F/Asynchronous
MS Teams/Zoom
	Assignment 01 Subscribe to two types of newspapers a paper of record and a tabloid that specializes in entertainment, for example. Compare them. Note how they treat the same event differently, and how the headlines and choice of words varies. Write a 500-word article about your findings. Total Marks 05
Grading Rubric:
Selection of Newspaper Identification:  1 
Comparison                                                  1
Writeup                                                         3


	Week 3
	Editing Body Text
The basic parts of speech
Advice from Mark Twain
The essence of editing
Sentence types
	F2F/Asynchronous
MSTeams/Zoom/moodle
	Activity 01Sub editing Piece of Dawn Newspaper Marks 02
Activity 02: Sentence rewriting exercise Marks 02
Asynchronous Activity: Edit story of your choice or already allocated story on Moodle Forum 

	Week 4
	Basic Rules of Sub Editing
The basic principles of editing
Lessons from the Bible
	F2F/Asynchronous
MS Teams/Zoom



	Activity 2.1: Convert a story in 100 words write ten tweets for the same story Marks 02

	Week 5
	Headlines Type, Size and shape
How to Write Headlines
Slugs and slugging in the newspaper newsroom
Purpose of a slug sheet in newspaper
	F2F/Asynchronous
MS Teams/Zoom
	Assignment 02: Headline Exercise
Activity 03: Edit a piece from Dawn Newspaper Marks 05
Grading Rubric: 
Limiting the word count: 1.5
Appropriate Slug:               1.5
Headline                               01
Story Structure                     01

	Week 6
	Caption, Text and Pictures Typography and Design
Get all the facts
Types of captions
The golden rule: Be interesting
Identify everyone
Tips for better captions

Caption writing in a nutshell
	F2F/Asynchronous
MS Teams/Zoom/ Moodle Forums
	Activity 04: Students will watch a clip in class and translate it in the capacity of a monitoring desk.  Homework: students will be provided with a story on same subject from two different newspapers and they will have to translate it into one compact story. Marks 02
Asynchronous Activity: Student will watch a clip on YouTube and Translate it 
Speech Steve Jobs https://www.youtube.com/watch?v=D1R-jKKp3NA


	Week 7
	Art and Craft of Publication Design
Newspapers: A visual medium

A design processes

Formulating a design policy
The need for visual literacy
Produce a written design policy

Choose appropriate typography
The key design elements
Image selection and position
Modular design
How to simplify design
A recommended procedure for designing a page
	F2F/Asynchronous
MS Teams/Zoom/ Moodle Forums 
	Bring subscribed newspapers/clippings in the class and suggest alternative captions to any five news stories.
Assignment 03: Get a friend to cut out some photographs from newspapers without the captions, but provide you with enough detail to write your own version. Use material from publications you admire. Compare what you wrote with what appeared.
2. Practice writing a caption to fit an exact space, such as allowing yourself 160 characters to write a two-line caption for a three-column photograph. Marks 05
Grading Rubric: 
Use of Published Material:             1.5
Caption Writing:                               1.5
Selection of Appropriate Photo:     01
Limiting Characters:                          01
Asynchronous Activity: Identify different stories from online news sources and write their captions in Moodle Forum 

	Week 8
	Image Selection and Positioning Image Energy
Picture shapes and visual theory

Image ‘energy’ Picture choice and news values

Cropping, or how to improve images

The ethics of cropping

US guidelines on altering photos
	F2F/Asynchronous
MS Teams/Zoom
	Assignment 04 Select a newspaper whose design you dislike. Redesign the publication, either by cutting it up and reassembling it, or by creating a redesign with desktop publishing software. Marks 05
Activity 05: Editing of a Dawn Newspaper story
Asynchronous Activity:  Students will edit same story on Moodle Forum and submit it on Moodle

	Week 9
	Using Visuals to explain Complexity
Visuals simplify complex detail

The next generation of readers

Types of visuals

Preparing visuals

Commercial software packages and graphs

	F2F/Asynchronous
MS Teams/Zoom
	Assignment 05: Study the main photographs on the front pages of a series of newspapers. Ask yourself if you would have used the images differently  bigger, smaller, cropped in another way? Take 20 pictures on an issue or event and write captions for them. Total Marks 05
Activity 06: Editing of a Dawn Newspaper story.
Asynchronous Activity:  Students will edit same story on Moodle Forum and submit it on Moodle

	Week 10
	Editing Text for Web
The popularity of text online

Headlines more vital than ever

Web editing summarized

Online newspapers: From threat to ally

Avoid the temptation of shovel ware

Identify unique selling points
	F2F/Asynchronous
MS Teams/Zoom
	Assignment 06: Collect some data series from publicly-available documents such as a council agendas, official statistics or government departments. Examples include budgets, tourism numbers,
agriculture output or car production figures. Select the most appropriate form of chart or graph and prepare an infographic. You may choose to draw the graph as a ‘rough’ or use a software package. Total Marks 05

	Week 11
	Design for Screen
Design for the Web
Design for an audience
Make navigation easy
Design for the screen, not paper
Speed is of the essence
Designing for the future
Style guide and tips for online sub-editors
Style Guides (Express Tribune and AP)
	F2F/Asynchronous
MS Teams/Zoom
	Assignment 07 Visit three major Web sites, selecting only well-known news
organizations such as Dawn, express Tribune and Pakistan Today
Assess each site for ease of reading and the quality of the text editing and pictures Write a 400-word report on your findings. Total Marks 05
Activity 07: Story Editing from Dawn .com
Asynchronous Activity:  Students will edit same story on Moodle Forum and submit it on Moodle

	Week 12
	Glossary of Editing terms
	F2F/Asynchronous
MS Teams/Zoom
	

	Week 13
	Final Exam






Recommended Readings
           	Quinn, Stephen. Digital Sub-Editing and Design. CRC Press, 2012.
Mansfield, Frederick John. Sub-Editing, a Book Mainly for Young Journalists. Sir I. Pitman & Sons, Limited, 1932.
Hicks, Wynford, and Tim Holmes. Subediting and Production for Journalists: Print, Digital & Social. Routledge, 2013.
“Effective Editing: A Practical Handbook to Develop Good Editing Skills - Jethwaney J, Y.C. Halan 
Quinn, Stephen. Knowledge Management in the Digital Newsroom. CRC Press, 2013.
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