Chaminade University of Honolulu

COM 101: Introduction to Communication
Winter  2012 - SYLLABUS

Class Session:
Saturday  08:00  - 12:00  – Kaneohe MCBH 
Instructor:

Kimberly Keys M.B.A.




Office: 735-4883



Email: 
Kimberly.Keys @Chaminade.edu
Course Description:

This course is an introduction to the art and technique of effective communication.  The focus is on increasing observational ability to strengthen your practical skills.  By understanding the nature of effective communication you will increase your level of 

confidence in all your communication experiences; personal, interpersonal and professional communication.  Every aspect of human interaction involves communication, whether that be in a work environment, home environment or social contexts – the quality of your life is in direct proportion to the quality of your communication skills.  
This class is highly interactive and you will learn to access your own strengths as well as areas that need improvement.  It will focus on all the major areas of communication; personal, interpersonal, professional and group environments.

The class also covers beginning public speaking.   People begin this class with a wide range of comfort and ability in spoken communication, and by the end of the class you will have a deeper understanding and ability to use the power of spoken communication in any context.

Required Text:


Communicate! 13th edition   -- Author:  Rudolph Verderber

Used copies fine, you do not need CD for this class.  You may use an online version of the text.
Course Objectives:

At the end of the term students should be able to:

•
Understand the elements of effective communication

•
Increase and develop personal (and interpersonal) communication skills

•
Identify obstacles and communication breakdowns and be able to resolve barriers          to effective communication

•
Become an exemplary listener – and learn how to give constructive feedback

•
Harness the power of communication to achieve personal and professional goals

•
To become an effective communicator in one-on-one and group situations
•
To give an effective speech that educates, persuades, impacts and connects with  
your audience
Assignment Schedule:

NOTE THERE MAY BECHANGES TO THIS SYLLABUS ACCORDING TO THE NEEDS AND PACE OF THE CLASS!!!   IF YOU MISS CLASS MAKE SURE YOU CONTACT CLASSMATES TO CONFIRM SPECIAL HOMEWORK/READING  ASSIGNMENTS!

The following to be completed on these dates:

Reading:






Week 1   Syllabus

Week 2   Chapter 1 & 2

Quiz 1  
Week 3   Chapter 3 & 4

Quiz 2   
Week 4   Chapter 5 & 6

Quiz 3
   
Week 5   Chapter  7 & 8
            Quiz 4    
Week 6   Chapters 9 & 10                   Quiz 5  & Take Home Mid-Term Exam
Week 7    Chapter  11 & 12
            Quiz 6 Informative Speech Outline Due
Week 8    Chapter  13, 14 
            Quiz 7 (Early Inform Speech – extra credit)
Week 9    Chapter 15  & 16
            Quiz 8 Informative Speech
Week 10        
                                    FINAL EXAM & Final Persuasive Speech
Chapter 1 – Communication Perspectives     Chapter 2 -- Perception of Self & Others

Chapter 3 – Communicating Verbally            Chapter 4 – Communicating Non-Verbally
Chapter 5 – Listening and Responding 
Chapter 6 – Communicate Across Cultures
Chapter 7 – Understanding Interpersonal Relationships  
Chapter  8 – Com & Conflict in Relationships
Chapter 9 –Communicating in Groups   
 Chapter 10  – Problem Solving in Groups
Chapter 11 – Dev a Speech Topic 
 
 Chapter 12  - Organizing Your Speech

Chapter 13 Adapting Visually & Verbally
 Chapter 14  - Overcoming Apprehension
Chapter 15 –Informative Speaking 

 Chapter 16 – Persuasive Speaking
ASSIGNMENTS:

Reading from the text, two chapters per week.  
Special homework assignments will be given in class. 
In general, you will write one essay a week, which summarizes one element of each chapter – something that you found the most useful for your life.  Essays should be typed, double spaced, with your name, date and chapter title at top of the first page.  Be prepared to present your essay in class.

Students will make two speeches.  One informative and one persuasive speech (each five-to-six minute in length) .   

QUIZZES:  
There will be brief quizzes on the chapters AND material covered in class.  So if you miss class contact CLASSMATES to get notes.

MID TERM & FINAL:

There will be a take-home mid-term given on week 5 and a final exam given on week 10.  The final will consist of multiple choice and essay questions.

GRADING:
Your Grade is the sum total of the following:

Attendance  

= 10%

Class Participation 
= 15%

Homework

= 15 %

Quizzes

= 15%

Mid Term 

= 5%

Final Speeches
= 20%

Final Exam 

= 20%

Grading:

A 
=  90-100

B 
=  80-89

C
=  70-79

D
=  60-69

F
=  60 or below

CLASS ATTENDANCE & POLICIES:

Because this is both an interactive and accelerated class, attendance is mandatory.  You must be present, be on time, and remain for the entire class in order to receive full credit. Absences due to emergency, deployment or serious illness must be reported to the 

instructor by e-mail or phone prior to the missed class, proof may need to be provided.  (Note: Picking someone up at the airport, minor illness or fatigue is not considered an emergency.)  Any unexcused absence will result in a one point deduction from your final grade. Unexcused lateness will result in a one-point deduction from your final grade.  If you miss class, you are responsible to complete any assignments, quizzes, speeches. Unexcused absence on the day of your speech will result in a 50% deduction of that grade.

Class Participation:

This class is highly interactive. Your feedback to other students is an essential aspect of your own progress.  You will be expected to give honest and constructive feedback to each other.  Freedom of speech and diversity of opinion is valued in this class.  However, 

students should be aware and take into account audience reaction to your subject matter and style of delivery as a key part of your learning experience and work in this class.

Brief Reminders of Important University-Wide Policies

See Student Handbook for further details.

Attendance & Classroom Department:

Students are expected to attend all classes.  Instructors must report any absence of two weeks or more to the Office of the Associate Provost and the Registrar.  You should notify me by e-mail or phone if illness prevents you from attending class.  You must make up reading, quizzes, movie viewing or any other assignments.  Anyone who stops attending a course without officially withdrawing may receive a failing grade.  Students with three or more unexcused absences will loose one letter grade.  You are expected to be punctual, unexcused tardiness will be considered absence.  Cell phones and beepers must be off.

Academic Honesty:

Students are responsible for promoting academic honesty at Chaminade by not participating in or facilitating others’ participation in any act of academic dishonesty.

Freedom of Expression and Opinion:

You are encouraged to have your own thoughts and opinions.  It is not necessary to agree with others or the instructor as movies are also a subjective art form.  However, you must be able to defend your arguments with reasoned theory.

You are responsible for all the information in this document.  Losing it or not reading it are not excuses for not knowing what’s in it.  If you miss any classes, you are responsible for finding out what assignments you might have missed.  
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