The model syllabus project

The goal of the project is to craft a syllabus that demonstrates integration of the university mission, program learning comes, institutional aspirations for student learning, course specific learning outcomes and assessment.

This syllabus has the following features: 

1. Includes the University’s mission.

2. Includes comprehensive course and instructor information (for instance, includes course description, instructor contact information, information on teaching philosophy as well as how the course is taught, and a course calendar). 
3. Includes the Program description/mission. 
4. Includes the Program learning outcomes. 
5. Includes the Institutional Aspirations for Learning. 
6. Identifies which Aspirations this course fulfills. 
7. Includes course specific learning outcomes and assessment methods. 

8.  Includes comprehensive grading and evaluation information (for instance, the point value of all assignments, the grading scale, the major assignments and the criteria by which the assignments will be evaluated). 
9. Includes detailed statements on expectations regarding participation, academic integrity (with reference and links to the University Code of Student Responsibility), best effort and respect, including a commitment to celebrating diversity, and references the University’s zero tolerance policy on sexual harassment. 
10. Includes information on resources for students and links to the Campus Writing Center, the Academic Advising and Learning Center, the Technology Resource Center and the Office of Disability Services. 

University Mission: Western Oregon University is a comprehensive university that creates personalized learning opportunities, supports the advancement of knowledge for the public good and maximizes individual and professional development. Our environment is open to the exchange of ideas, where discovery, creativity and critical thinking flourish, and students succeed.
Western Oregon University 
Humanities Division

SP 324: Business and Professional Speaking
Winter Term 2006 

3:30-4:50 pm Tuesday, Thursday

HSS 336

Instructor: Dr. Niki Young 


Phone: 503-838-8895 
Office: ITC 210  



Email: youngn@wou.edu
Office Hours: 2:00-3:30 pm Tuesday and Thursday or by appointment.*
*I make every effort to be available to students.  You are welcome to drop by my office if you have questions or need to talk to me.  I am also happy to schedule appointments at mutually convenient times for you and me to meet.  Communication between students and faculty is important.  Please keep me informed if for some reason you are experiencing difficulties with the class and I will do my best to work with you to overcome them.  
Course description: This course will provide you with the understanding and practice to communicate effectively in business and professional contexts. The course will cover interviewing, technical presentations, proposal communication. 

Teaching Philosophy: “I am a teacher at heart, and there are moments in the classroom when I can hardly hold the joy. When my students and I discover uncharted territory to explore, when the pathway out of a thicket opens up before us, when our experience is illuminated by the lightning-life of the mind—then teaching is the finest work I know” (Parker Palmer, The Courage to Teach).  I consider it a privilege to work you in this class and  I want to do everything I can to help you learn and succeed.  

How this course is taught:  This class employs active learning, in which students solve problems, answer questions, formulate questions of their own, discuss, explain, debate, or brainstorm during class, and cooperative learning, in which students work in teams on problems and projects under conditions that assure both positive interdependence and individual accountability. Together we will form an intellectual community in which we are all enriched by the lecture, readings, discussions, and activities. 

Text:  DiSanza, J.R., & Legge, N.J. (2005).  Business and professional communication: Plans, processes and performance.  Boston: Pearson, Allyn & Bacon.  The text is available for purchase in the bookstore. 

Institutional Aspirations for Learning:
Students will:
1. Develop refined analytical or reasoning skills, including logical and quantitative reasoning abilities and problem solving.

2. Develop effective communication abilities, including listening, observing, speaking, writing and dialoguing.

3. Become active readers.

4. Understand disciplinary modes of intellectual inquiry.

5. Recognize, explore, appreciate and engage the interconnections between disciplines.

6. Develop advanced research abilities.

7. Learn to use appropriate technologies effectively. 

8. Demonstrate competencies, skills, attributes and values necessary for successful participation in a diverse, pluralistic and increasingly interdependent world. 

9. Work effectively in teams.

10. Strive to be well-balanced persons capable of making thoughtful and healthy choices.

11. Apply theory in relevant, appropriate and reflective ways.

This course fulfills Aspirations 2, 4 and 9.
This course is part of the Program in Speech: In the liberal arts tradition, our program emphasizes classic texts of rhetoric, modern communication theory, and the latest developments in mass media and communication technology. The major will enhance your understanding of argument, evidence, and persuasion; intercultural communication; techniques of small group leadership; and the craft of researching, writing, and delivering a successful speech. Our mass communication curriculum focuses on the effects of mass media to accurately transmit information. We provide a balanced program of theory and practice and attempt to produce what employers are looking for: liberally educated men and women who speak and write clearly, think critically, and have a strong capacity to learn.
Program Learning Outcomes: 
Students who successfully complete the Speech major will be able to:
1. Construct well-reasoned arguments, avoiding fallacious reasoning 
2. Demonstrate the ability to competently evaluate communication research 
3. Design and present effective messages 
Course Specific Learning Outcomes:

Students will be able to:

1. Explain the importance of communicating effectively in business and professional contexts.

2. Work effectively in teams to research a topic and develop it into a technical presentation.

3. Work effectively in groups to research a topic and develop it into a proposal presentation.

	Learning Outcomes of this course
	Assessment Methods 

	Students will be able to:

Explain the importance of communicating effectively in business and professional contexts.

Work effectively in teams to research a topic and develop it into a technical presentation.

Work effectively in groups to research a topic and develop it into a proposal presentation.
	As measured by: 

Written in-class examinations, course assignments, class participation, and formal presentations.
Reflection on teams self and peer evaluation, technical presentation, outline, bibliography. 

Reflection on teams and groups self and peer evaluation, proposal presentation, proposal portfolio, outline, bibliography. 


Grading.  All work must be completed to pass the course. Your grade will be based upon the following:


Examinations (2)

100

Cover Letter 


  25

Technical Presentation 
  40


Bibliography 


  20


Outline 


  10



Proposal Presentation 
 
  50

Proposal Portfolio

  25


Bibliography 


  20


Outline 


  10


Attendance & Participation 
  50

TOTAL


350
Grading Scale


A
95-100%
333-350
C-
70-72%
245-255

A-
90-94%
315-332
D+
67-69%
235-244

B+
87-89%
305-314
D
63-66%
221-234

B
83-86%
291-304
D-
60-62%
210-220

B-
80-82%
280-290
F
  0-59%
     0-209

C+
77-79%
270-279

C
73-76%
256-269
Course Policies and Expectations
Attendance.  I expect you to attend class and to actively participate in class exercises and discussion.  This class meets for twenty days. Roll will be taken each day.  For each day you attend class you will earn two points, for a total of 40 points. Class activities, discussions, and individual preparedness constitute a major portion of the learning experience in this course.  Missed classes cannot be “recovered” by reading the text and borrowing class notes.  Absences interfere with your learning and may negatively influence the quality of your performance.  Students with more than nine absences cannot pass the class.
Participation. I expect you to read the assigned material prior to class, to be able to answer questions about the materials, and to be ready to actively participate in class exercises and discussions. I expect you to work cooperatively with others.  Participation points will be awarded for active participation in class exercises and discussion (10 points).
Late Work.  I expect you to turn in your work on time, on the date it is due. Late work will be penalized according to the formula below.


On time (beginning of class) = no penalty


1 calendar day late = loss of 15% of points possible


2 calendar days late = loss of 30% of points possible 


3 calendar days late = loss of 45% of points possible


4 calendar days late = loss of 60% of points possible 


5 calendar days late = loss of 75% of points possible


6 calendar days late or more = 0 points earned.

Work must still be completed and turned in, even if it is late to the point of receiving no credit.  All work must be completed to pass the course.

Examinations.  There will be two in class examinations worth 50 points each, for a total of 100 points.  All examinations will require recall, analysis and application of concepts covered in the lectures, discussion, readings and supplemental materials.  You are responsible for all material covered in the readings even if these materials are not discussed in class.  Exams will include a combination of multiple choice/objective questions and short answer/essay questions. Exams are to be taken on the day and time assigned. Rescheduling will be considered for emergency reasons only. Please do not hesitate to talk to me if you have a family or personal emergency.

Assignments.  There will be two major assignments worth 95 and 105 points, for a total of 200 points.  The assignments will require students to select and research a topic, then organize, develop and deliver a formal presentation to an audience.  Students will document their research and evidence with appropriate source citations and a written bibliography (20 points). Students will demonstrate their ability to organize information coherently with a formal outline (10 points).  Students will demonstrate their ability to communicate effectively in business and professional situations by developing and delivering a technical presentation (40 points) focusing on accurately communicating information to an audience, and a proposal presentation (50 points) and portfolio which focuses on persuasively communicating a solution to a problem to an audience.  Instructions for the major assignments and the criteria for evaluation are attached.
Students will also complete the cover letter assignment (25 points).  For this assignment students will respond to a job announcement by writing a cover letter (letter of application) tailored to the specific job announcement. Students will include a copy of their resume along with the letter.  Instructions for the cover letter assignment and criteria for evaluation are attached.

I expect all assignments to adhere to the standards in business and professional settings.  Written materials should be typed and free of spelling and grammatical errors. I expect the work you turn in to be your own, and that information from others is referenced and cited appropriately.  I expect you to have academic integrity and abide by the University Code of Student Responsibility (see www.wou.edu/student and click on Services).

Resources

The Writing Center offers assistance with writing.  The Writing Center is located in APS 301, 503-838-8286, www.wou.edu/las/humanitites/writingctr
The Academic Advising and Learning Center offers academic tutoring and study skills assistance. The Academic Advising and Learning Center is located in APS 401, 503-838-8428 phone/TTY or 503-838-8501, www.wou.edu/provost/aalc/learning
The Technology Resource Center provides technology support and resources to faculty, staff and students.  The Technology Resource Center is located in ITC 204, 503-838-8965, www.wou.edu/trc
Students with a documented disability that may require assistance should contact the Office of Disability Services for coordination of your academic accommodations.  The Office of Disability Services is located in APS 405,  phone/TTY is 503-838-8721, www.wou.edu/student/disability
Library and Media services offers assistance with research and information retrieval. Ask for assistance at the reference desk in Hamersly Library, phone/TTY 503-838-8418.

 

Best Effort
In this class the expectation is that everyone is putting forth their best effort. Examples of ways students put forth best effort include:

 

· Attending class sessions. 

· Arriving in a timely manner. 

· Arriving prepared (completing the readings or assignments before class). 

· Asking questions and actively engaging the material in class. 

· Turning in assignments on time.

· Asking questions for clarification if you are uncertain about the ground rules on a particular assignment, course policies, or the readings.

 

The instructor puts forth best effort also.  Examples of this effort include: 

 

· Maintaining knowledge of the material. 

· Clearly communicating expectations for the course from the first day of class. 

· Providing a clear syllabus and outline of the course. (The syllabus and course materials are also available on WebCT.  For assistance with WebCT go to :) 

· Preparing instruction before class. 

· Offering ways to engage the material in class. 

· Structuring assignments to achieve the learning outcomes. 

· Encouraging questions in class. 

· Offering feedback on assignments. 

· Being available outside of class. (Students can reach me via phone or email, during office hours, and by appointment.) 

· Providing additional resources to the class. 

 

Respect
In this class, the expectation is of mutual respect.  Western Oregon University is an  inclusive community that celebrates diversity and strives to reflect the diversity of our pluralistic society in our faculty, staff and students. We do not discriminate on the basis of race, class, linguistic background, religion, gender identity, sex, sexual orientation, ethnicity, age, or physical ability.  In this class the goal is to establish an environment that values and nurtures individual and group differences and encourages engagement and interaction. Understanding and respecting multiple experiences and perspectives will serve to challenge and stimulate all of us to learn about others, about the larger world and about ourselves. By promoting diversity and intellectual exchange, we will not only mirror society as it is, but also model society as it should and can be.

Examples of ways to show respect for others include: 

· Listening when others talk.  

· Listening means that you are not talking or engaging in side conversations with your neighbors. 

· Listening means one person talks at a time.  

· You may not always agree with the opinions others express in class, but as a professional you will need to learn to listen to others whose opinions differ from yours.  

· Differences in opinion are inevitable and to be expected. 

· Differing opinions can be expressed in ways that communicate respect.

· WOU has a zero tolerance policy regarding sexual harassment.  For more information go to www.wou.edu/admin/hr/sh_taskforce/index.html.

 

Communicating respect for others means treating others the way you would like to be treated.  Working to limit or eliminate the following interruptions or distractions communicates respect. 

· Turning off your cell phone when you come to class or putting it on the vibrate mode.  

· Entering the room quietly when you are late communicates respect. 

· Exiting the room quietly if you must leave early communicates respect.
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Tentative Course Calendar
*This class will cover a variety of topics, several of which are not included in the text. These topics will be covered experientially and through active learning in class.  Your regular attendance and participation is vital. 
Tuesday
January 10
Welcome! Introduction to course, syllabus, requirements.





Models of communication, vocabulary, principles.




Text: Chapter 1. 

Thursday
January 12
Perception.  Presentation of Self.  




Resumes, cover letters. Search process. 





Text: Chapter 2. 

Tuesday
January 17
Interpersonal & Dyadic communication. 

Listening.

Assign teams.





Text: Chapter 3.
Thursday
January 19
The job interview. 




Text: Chapter 2.

Tuesday
January 24
Verbal and nonverbal communication.

Thursday 
January 26
Wrap up and review for Exam 1.





Delivering Presentations and Visual Aids.





Work time for teams.





Text: Chapter 7, Chapter 8.

Tuesday
January 31
Exam 1

Thursday
February 2
Working with others.  Team communication.




Team presentation: Forming Cohesive Teams.




Team presentation: Responding to Diversity 

Tuesday
February 7
Working with others.  Team communication.





Roles. Communication Networks.  Size of group.
Thursday 
February 9
Working with others.  Team communication. 




Team presentation: Decision making.





Team presentation: Problem Solving.




Text: Chapter 5.
Tuesday
February 14
Working with others.  Team communication. 





Critical thinking.  Creative Thinking.  Decision making. 





Problem Solving.





Text: Chapter 5.
Thursday
February 16
Working with others. Team communication.




Team presentation: Effective Leadership. 





Team presentation: Managing Conflict. 




Text: Chapter 5.
Tuesday
February 21
Public communication.  




Team presentation: Managing Meetings 





Team presentation: Responding to a crisis 





Text: Chapter 13.
Thursday
February 23
Wrap up and review for Exam 2.. 




Work time for teams.

Tuesday
February 28
Exam 2 
Thursday
March 2
Public communication.  

Proposal presentations.




Audience analysis.




Text: Chapter 6, Chapter 10. 

Tuesday
March 7
Public communication. 




Motivating others.
Thursday
March 9
Proposal Presentations.
Tuesday 
March 14
Proposal Presentations.
Thursday
March 16 
Awarding of Grant.




Wrap up and review.
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Major Assignment #1.  Technical presentation.

Students will demonstrate their ability to communicate effectively in business and professional situations by developing and delivering a technical presentation (40 points) focusing on accurately communicating information to an audience.  Students will work in teams of 3. Each team will have 20 minutes to make their presentations. Technical presentations emphasize accurately communicating information to an audience.  Each team will research their topic and present a training session about this topic
Technical presentation topics and presentation dates: 

· Forming cohesive teams, Thursday, February 2 

· Responding to diversity, Thursday, February 2 

· Decision making, Thursday, February 9

· Problem Solving, Thursday, February 9

· Effective leadership, Thursday, February 16 

· Managing conflict, Thursday, February 16 

· Managing meetings, Tuesday, February 21
· Responding to a crisis, Tuesday, February 21 
In their presentation teams should: 

1. Define the topic 

2. Make the topic relevant and important to the audience (give us a reason to listen, give us a reason to attend the training)

3. Present the information in a clearly organized manner 

4. Develop the information with research and evidence 

5. Cite sources (a minimum of four sources are required)
6. Explain and amplify the information with handouts and visual aids
7. Handouts and visual aids should be clear, relevant and well developed  

8. Employ animated and conversational delivery. 

9. Remain within the time limits

Students will document their research and evidence with appropriate source citations and a written bibliography (20 points). Students will demonstrate their ability to organize information coherently with a formal outline (10 points).  
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Technical Presentation Evaluation Criteria

Team Members: 

Training topic: 

Scale 

4   Fully meets the requirement 

3   Mostly meets the requirement 

2   Meets half the requirement 

1   Mostly does not meet the requirement 

0   Missing 

Defined the topic 
4    3    2    1    0

Made the topic relevant and important to the audience (gave us a reason to listen, gave us a reason to attend the training

4    3    2    1    0

Information presented was clearly organized 

4    3    2    1    0

Information presented was developed with research and evidence 

4    3    2    1    0

Cited sources (a minimum of four sources required) in presentation

4    3    2    1    0

Explained and amplified the information with handouts and visual aids 

4    3    2    1    0

Visual aids were clear, relevant and well developed.

4    3    2    1    0

Employed animated and conversational delivery. 

4    3    2    1    0

Remained within timed limits.

4    3    2    1    0

Total points _________

Grade ____________
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Major Assignment #2. Proposal presentation. 

Students will demonstrate their ability to communicate effectively in business and professional situations by developing and delivering a Proposal presentation (50 points) which focuses on persuasively communicating a solution to a problem to an audience. 

The Young Foundation has up to $200,000 dedicated to innovative community action projects.  Your group is being asked to submit a project proposal for a portion, or all of the $200,000. This project should cover a one year period, from July 1, 2006 to June 30, 2007.

The project Proposal will need to contain the following:

1. Problem Description. Thoroughly describe and support with research the social problem/ community need which will be met by your proposal.  

· History or causes of the problem

· Significance of the problem

· Numerical

· Economic (monetary)

· Social costs 

· Obstacles that will need to be overcome.
2. Project goals. Thoroughly describe the goals of your project for that one year period.
3. Project Implementation. Thoroughly discuss how these goals will be implemented and by whom. For instance, identify any personnel and describe their duties, explain where the project will be housed, plan for any advertising that must be implemented in order to begin the project or keep the project going.
4. Project Budget. Clearly explain how the money will be used.  Each group will turn in a breakdown of expenditures for the project. 

5. Community Service. Summarize the benefits of the project.

Your group will have 20 minutes to make a verbal presentation to the Foundation Representatives on the date indicated below.  Visuals should  be used to support the presentation.
Students will demonstrate their ability to communicate effectively in business and professional situations by developing and delivering the Proposal presentation to the audience.  The presentation is worth 50 points.  Students will document their research and evidence with appropriate source citations and a written bibliography (20 points). Students will demonstrate their ability to organize information coherently with a formal outline (10 points).  

Each group will turn in a Portfolio at the time of the presentation which includes the documents in support of the proposal.  The portfolio thoroughly describes the project and covers all the information in points 1 through 5 above, so that the Board of Directors of the Young Foundation will be able to clearly understand the project and its possibilities. Your portfolio should include citations and references. A minimum of four sources are required.
Examples of Community Action Projects

· Organic Waste Recycling

· Hospice

· Day Care Center for Elderly

· Health on Wheels

· Mobile Air Ambulance

Selection Criteria for Making the Award

1. Need in this community.

2. Viability—practicality of the proposal.

3. Cost effectiveness of the proposal.

4. Projected Community Service (this project should not be profit making.)

Presentation Dates:  Thursday, March 9 and Tuesday, March 16. 
Western Oregon University 

SP 324: Business and Professional Speaking

Winter Term 2006 

Project Proposal Portfolio Evaluation Criteria

Group Members: 

Project Proposal: 

Scale 

4   Fully meets the requirement 

3   Mostly meets the requirement 

2   Meets half the requirement 

1   Mostly does not meet the requirement 

0   Missing 

Identified the need. 

4    3    2    1    0

Developed the rationale (history or causes of the problem, significance of the problem)

4    3    2    1    0

Identified obstacles that will need to be overcome.

4    3    2    1    0

Described the project goals.

4    3    2    1    0

Had a plan for project implementation. 

4    3    2    1    0

Presented a project budget.

4    3    2    1    0

Demonstrated a benefit or service to the community. 

4    3    2    1    0

Cited sources in text and bibliography (a minimum of four sources required).
4    3    2    1    0

Professionally presented (typed, free from spelling and grammatical errors).

4    3    2    1    0

Total points _________

Grade ____________
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Project Proposal Presentation Evaluation Criteria

Group Members: 

Project Proposal: 

Scale 

4   Fully meets the requirement 

3   Mostly meets the requirement 

2   Meets half the requirement 

1   Mostly does not meet the requirement 

0   Missing 

Identified the need. 

4    3    2    1    0

Developed the rationale (history or causes of the problem, significance of the problem)

4    3    2    1    0

Identified obstacles that will need to be overcome.

4    3    2    1    0

Described the project goals.

4    3    2    1    0

Had a plan for project implementation. 

4    3    2    1    0

Presented a project budget.

4    3    2    1    0

Demonstrated a benefit or service to the community. 

4    3    2    1    0

Cited sources in text and bibliography.

4    3    2    1    0

Employed animated and conversational delivery.

4    3    2    1    0

Explained and amplified the information with handouts and visual aids. 

4    3    2    1    0

Handouts and visual aids were clear, relevant and well developed. 
4    3    2    1    0

Remained within the time limits.
4    3    2    1    0

Total points _________

Grade ____________
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Cover Letter Assignment 
An important aspect of business and professional communication is learning to adapt to a specific audience. A key to a successful job search process is being able to persuade  employers that you possess the abilities and skills the job requires. For this assignment students will respond to a job announcement by writing a cover letter (letter of application) tailored to the specific job announcement..  Students will include a copy of the job announcement as well as a copy of their resume along with the letter.  
An effective cover letter should: 

1. Include a concise statement of the position for which you are applying. 

2. Include an introduction that attracts attention and encourages the employer to continue reading.

3. Be developed in 2 or 3 paragraphs.

4. Demonstrate that you have the background, the training and the qualifications the employer needs. 
5. Explicitly address the qualifications contained in the job announcement. 

6. Emphasize how you can be an asset to the organization rather than how much you would like to work for them. 

7. Be typed and free from grammatical errors.
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Cover Letter Assignment Evaluation Criteria 
Name:

Scale 

4   Fully meets the requirement 

3   Mostly meets the requirement 

2   Meets half the requirement 

1   Mostly does not meet the requirement 

0   Missing 

Cover letter:

Included a concise statement of the position for which you are applying. 

4    3    2    1    0

Included an introduction that attracts attention and encourages the employer to continue reading.

4    3    2    1    0

Was developed in 2 or 3 paragraphs.

4    3    2    1    0

Demonstrated that you have the background, the training and the qualifications the employer needs. 
4    3    2    1    0

Explicitly addressed the qualifications contained in the job announcement. 

4    3    2    1    0

Emphasized how you can be an asset to the organization rather than how much you would like to work for them. 

4    3    2    1    0

Was typed and free from grammatical errors.

4    3    2    1    0

Total points _________

Grade ____________
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Reflection on Teams: Self and Peer Evaluation
Developing a cohesive team or group is a process that occurs through established phases over time.  Periodically stepping back from our own and the group’s work to assess the our own and the group’s communication and  decision making processes is an important part of developing a cohesive team or group.  To facilitate learning from reflection, students will complete this Self and Peer Evaluation and turn it on Tuesday January 21, 2006, and the day of the Technical presentation, and on Thursday, March 2, 2006, and the day of the Proposal presentation. 
Name__________________

Note: The information on this form is shared only between the individual student and the instructor for purposes of reflection and feedback. 

Scale 

4   Strongly Agree 

3   Agree  

2   Neither agree nor disagree 
1   Disagree 

0   Strongly Disagree  

The group encourages everyone to contribute.  

4    3    2    1    0
The group makes effective use of time.

4    3    2    1    0
The discussion is organized. 

4    3    2    1    0
Conflict in the group is managed effectively.

4    3    2    1    0
The group works cohesively toward reaching its goal.

4    3    2    1    0

Work is distributed fairly throughout the group.
4    3    2    1    0
Working with this group is a satisfactory experience.

4    3    2    1    0

Comments on progress to date, group interaction, your own responsibilities and those of others:
