SYLLABUS

COM 101: PERSONAL AND PUBLIC SPEECH 
CHAMINADE UNIVERSITY, Fall 2003

MWF (4:00 – 4:50 p.m.)  Henry 203  
Shirley R. Cavanaugh, M.A., APR
Phone: 225-0703 (cell)

E-mail address: kelei@hawaii.rr.com

Required Text: Communicate! (Tenth Edition)
Verderber, Rudolph F. and Verderber, Kathleen S. (2002).  Belmont, CA, Wadsworth/Thomson Learning 
Course Description:
Development of oral communication skills vital in career and personal life.  Focus is on principles and skills of effective communication in conversations, personal interviews, small group discussions, and public speeches.

Course Objectives:
Upon successful completion of Com 101, the student should be able to:
· Apply principles of effective verbal and nonverbal communication in interpersonal, small group, and public speaking situations.

· Use effective listening skills.

· Prepare and conduct informational interviews.

· Participate effectively in small group discussions.

· Research, organize, outline, and present informative and persuasive speeches.

· Speak with greater confidence in personal and public situations.

· Write clear, specific, and well-organized outlines and other papers.

Course Requirements:  Your grade in this course will be on a point system and will be based on a variety of activities and assignments.  The activities/items listed below will be described to you in writing or orally in class.  The dates of each activity are indicated on a separate schedule.
· Regular class attendance (see course policies below for more details)

· Participate actively in class and group discussions; Application journal activities
· Quizzes (text readings and other supplemental information)
· Mid-Term Exam (cumulative, to date)
· Final Exam (cumulative, entire course)
· Personal Collage

· Interview Assignment

· Small Group Assignment
· Informative and Persuasive Speeches
· Other assignments at the discretion of the instructor

Course Policies—PLEASE READ CAREFULLY!
Overall: It is the students’ responsibility to fulfill all course requirements as prescribed by the instructor.  Students are responsible for completing all assigned textbook and supplemental readings, midterm and final exams, speeches, and other assignments.  Students may arrange to meet with me after class or at a mutually convenient time.
Attendance and punctuality:

Attendance is a vital part of your learning experience in this course.  As a result, your presence in class is mandatory.  Regular attendance and punctuality are essential elements to successfully completing this course.  Lateness of 15 minutes or more (present less than 75% of the class period) will be counted as an unexcused absence.  Four tardies equal one unexcused absence.  Excused absences include official university activities, severe illness (verified by a doctor’s statement), and other unpredicted calamities where you have no control.  If possible, call or e-mail me before missing class.  Arrange to make up work missed during excused absences.  
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Four unexcused absences will automatically result in lowering a grade at least one letter grade.
Excessive absences will result in course failure.  On the other hand, students with perfect attendance will receive 10 bonus points.  There are NO MAKE-UP EXAMS OR SPEECHES (unless prior arrangements have been made with the instructor due to EXCUSED absences or other extenuating circumstances).
Speeches and Written assignments: Speeches and written assignments must be typed, double-spaced, on one side of the paper only, and should conform to university-level standards of English language usage.  Include name and page numbers on all pages.  Speeches must be presented on assigned days only, unless previously approved by the instructor.  Turn in your speech outline before your presentation.

Pop Quizzes: Pop quizzes covering textbook readings are intended to ensure that you are reading the textbook and paying attention in class, as well as to help you prepare for chapter quizzes and exams.  Students will receive bonus points from the pop quizzes that will be applied to the total points for the course.   There will be two scheduled chapter quizzes.  Use these quizzes to help you in studying for the mid-term and final exams.
Class participation: A significant part of the learning process is interactive and this class is built around active learning—individual thoughts and interactions in dyads (two people) and within small and large groups.  Therefore, students must actively participate in class discussion and activities for this to happen.  So if you are shy, you’ll have to try to shed that skin and be bold!  Your thoughts are valuable so share your ideas.  Participation throughout the course—including fulfilling application journal assignments—will be an integral part of determining your final course grade (see section on “grading”).

Discipline, decorum, and honesty: Students are expected to behave maturely, show proper respect to everyone else, and display proper decorum.  Chaminade University’s policy about academic honesty applies and any cheating will result in a failing grade and will be reported.  

Your approach to the course: Your approach to the course should be to learn all you can so that you can improve and develop more effective communication skills to help you in your personal relationships and academic endeavors.  Think critically—ask questions, express opinions, and share experienc​es.  Here’s your chance to excel!  Together, we can make this a valuable learning experience for you(
Grading






Points
Personal Collage





10
Interview Assignment





20
Small Group Assignment




20
Informative Speech





30
Persuasive Speech





40

Class Participation (includes application journals)
30

Chapter Quizzes (2)





30
Mid-Term Exam





30
Final Exam






40
================================================

Total possible points  

250
Note: Points from pop quizzes are bonus (in addition to the above).

Grading:  A=225-250 pts    B=200-224 pts     C=175-199 pts    D=150-174 pts     F=149 and below

