HCOM 100: Introduction to Human Communication
Instructor:              
                         Office: CP Suite , Room 

Phone: 278-                                                                   Office Hours: 
e-mail:                                                                                                   and by appointment

Class web page: 
TEXTBOOK: 
Beebe, S. A., Beebe, S. J., & Ivy, D. K. (2007). Communication: Principles for a Lifetime (3rd ed.). Boston: Pearson/Allyn & Bacon.

                “A Guide to Writing and Usage”

(http://commfaculty.fullerton.edu/jreinard/bookweb/newpage1.htm)

COURSE OBJECTIVES: This course is designed to introduce students to the field of human communication as an area of study and skill development. The course is a “hybrid” of instruction in both interpersonal and public communication. The University and the State are concerned with your abilities to present materials and to engage in active oral discussion as both a condition of successful classroom work and as preparation for your taking part in democratic responsibilities. 
This course fulfills the General Education requirement for the core competency of category I.A, Oral Communication. As stated in University Policy Statement 411.201, the seven goals for student learning in the oral communication category (all of which this course addresses) are:

1. To develop and present a clearly spoken message in English.

2. To practice effective listening and speaking in a dialogue.

3. To present an oral message clearly and effectively using relevant and adequate supporting evidence.

4. To understand the influence of culture and context on oral communication.

5. To understand and value differences in communication styles.

6. To negotiate cooperative action and solutions to problems.

7. To select and use effectively appropriate techniques and materials to support ideas and to motivate and persuade others.
Other objectives specific to this course are:

8. To enhance competence in interpersonal communication across a variety of contexts including relational, group, organizational, public, and intercultural situations.

9. To recognize the responsibilities of being an ethical communicator.

10. To understand various methods to manage communication anxiety.

You will demonstrate that you have met these goals in a variety of ways, including class participation, in-class activities, writing assignments, oral presentations and examinations. Details regarding these assessment strategies appear in this syllabus. Further information on each form of assessment will be provided orally in class and/or on materials distributed during the semester.
FORMAT: A course in human communication requires active participation in class discussion and exercises. You must be present to be an active participant. Through your participation and receptivity to other class members’ participation, you will specifically address learning goals 1, 2, 3, 5, 7, 8, and 9 for this course. Excessive tardiness is unacceptable and will result in a lowered participation grade. If you foresee problems being in class or arriving to class on time, you should seriously consider dropping this class. If you have a legitimate reason to miss class (e.g., illness, family emergency) please contact the instructor to see what you missed in class that day. Extenuating circumstances (documented) will also be taken into account. Though the instructor will provide lecture materials, instruction on activities, and facilitation of in-class discussion, it is your responsibility to participate. Although open expression of ideas in this class is encouraged, your freedom to share your thoughts should not infringe on other students’ rights. Civility is expected. Please be considerate of others and of your instructor so that all can enjoy a dynamic, engaging, and comfortable environment!
COURSE READINGS: You are expected to read the designated chapters in the text before coming to class on the day the readings are due. Coming to class is not a substitute for reading the text, nor is reading the text a substitute for attending class. Class time will be used to build on your reading, not to review it. Come to each class prepared to ask questions you have about the reading, to explore confusing aspects of the material, and to provide examples and illustrations of the theories and concepts covered in the text.
WRITING REQUIREMENTS: There are three major writing assignments in this course. Your writing competence will be assessed in determining your final course grade (see “Point Summary” section). You are expected to organize and express your ideas well. The standard for writing includes standard punctuation, spelling, and the material contained in “A Guide to Writing and Usage” listed at the top of this syllabus. You will receive timely feedback and suggestions on your writing. You will be expected to address any deficiencies in your subsequent writing assignments. Guidelines regarding the writing assignments for the course appear in this syllabus, and more specific expectations will be addressed in class orally and/or through handouts. 

COURSE REQUIREMENTS (Assessment strategies related to course learning goals):

Since this class is a communication course, you will complete certain tasks in the different areas of communication. These elements include oral presentations, written papers, group activities and discussions, practice applications of concepts, and examinations of learned concepts. The following categories of assignments to be evaluated comprise the basis of evaluation. 
· In-Class Activities and Related Assignments: 


We will complete in-class exercises that will require your oral and/or written participation. You must bring your text to class with you for this reason. Sporadically, I will collect written exercises and award points to those who have completed the task (based on completeness and relevance of answers to chapter content). Other activities will include oral activities that are primarily role-plays in interpersonal communication in which students engage in practice exercises in small groups to apply the skills. Third party observers provide feedback to the instructor about the success of the practice session. Each student completes each activity by participating as (1) one who attempts to apply the skill in question, (2) one who role-plays the position of a respondent, and (3) one who completes a written report sheet describing the activities of the members of the group. All three parts of the activities are assessed (for completeness and degree of active participation in the processes) and the average of the three assessments is used to assign actual points entered for individual students. Since most of these oral activities are based on material in the book, it is vital that students complete the reading before coming to class. Thus, these assignments often will require group discussions with classmates. Other times, they will require you to complete an activity outside of class and be ready to discuss or submit reactions to the activity during a particular class period. Your participation will be considered when assigning points. Examples of in-class assignments include exercises involving your practicing effective listening behaviors, activities requiring you to practice using evidence to support your ideas, simulations enabling you to appreciate different communication styles and cultural approaches, and group projects intended to foster your ability to negotiate effective solutions to communication problems. These assignments will address all of the learning goals of this course. There is a possibility for eighty (80) points for the total of these assignments.
· Reaction Papers: 

The reaction paper is your opportunity to (1) analyze what you have learned from an in-class exercise or an activity assigned for completion outside of class, (2) integrate concepts from class to elaborate on your explanation of the experience, and (3) illustrate your growing communication competency through your analysis and your written communication. Each reaction paper is to be turned in on the date listed in the course schedule. You may not receive full credit if you submit a paper after it is scheduled to be turned in. Each paper must be two to three pages, double-spaced, and typed with your name clearly at the top of each page. Proper grammar and language rules must be followed for you to receive a desirable grade. Successful completion of reaction papers will facilitate your reflection upon your progress toward accomplishing the learning goals of this course. Each reaction paper is worth twenty-five (25) points for a total of 50 points possible.

· Informative Presentation:
Given the importance of being competent in making public presentations, you will be required to make an informative and a persuasive speech on an important issue that affects members of your generation and, thus, your fellow students. The informative presentation may deal with any subject of interest to the student provided the topic’s treatment does not denigrate others nor violate standards of ethical acceptability. Students who cannot readily find a topic are encouraged to select a topic from the textbook and relate a matter of interest to students of communication. This speech should be a maximum of 4 minutes in length. A visual aid may used to help clarify matters of the presentation. Your instructor must approve your topic and any visual aids before you begin work on your speech. It is imperative that you be prepared to make your presentation on the day you are assigned to do so. There are NO make-ups for missed presentations. Successful completion of this assignment will involve your demonstrating your efforts toward achieving learning goals 1, 3, 7, 8, 9, and 10 of this course. A formal typed outline must be turned in immediately prior to the actual oral presentation. Actual speaking notes will be in the form of no more than two cards (5x7” or 8x10” recommended). No more than two cards using only one side may be used while speaking. After the presentation, the student student’s actual speaking notes will be turned in. You must present at least one piece of evidence for each main point in your presentation. This evidence must be fully documented including the name of the source, the qualifications of the source (“author of” a book is not a qualification), publication name, and date. No more than one electronic or Internet source may be used. 
Each student also will use forms to provide written evaluations of a selection of the presentations of others. Evaluations, of course, cannot be made up late. Evaluations that are incomplete or vague will be graded negatively. These evaluations will be part of the assignments in the category of “active (not passive) participation in class oral exercises.”  Student evaluators will recommend a grade for every speech. This grade will be averaged with the instructor's grade to provide the speaker's final grade of the speaking portion of the activity. Incomplete or inaccurate evaluations will not be a part of this evaluation. Should there be evidence of grade inflation or unrealistic assessments, the instructor will discard the student evaluation. All presentations must be made extemporaneously (neither written out nor memorized). No contraband materials are to be brought on campus or used in any presentation. The first presentation will be graded with a maximum of 30 points from the outline and a maximum of 20 points from the oral presentation ratings.

· Persuasive Presentation:

The second major oral presentation will be a persuasive presentation of no more than 6 minutes. In this presentation, students will advocate adopting some policy or action and will follow the instructions for such a presentation. The procedures will be similar to those used for the first (informative) presentation, but a maximum of 25 points will be awarded from an assessment of the outline and a maximum of 40 points will be awarded from an assessment of the oral portion of the presentation.

Tips for Presenting Your Speeches: (1) Prepare what you are going to say in advance. (2)  Do not read your speech. Use the cards as prompts for what you will say. (3) Be sure to make eye contact. (4) Relax and have fun. (5) Be aware if you are tapping your foot, saying “umm” too much, using other filler words, or exhibiting other distractions. (6) Do not have gum in your mouth. (7) Practice your speech beforehand with a friend or family member as the audience. (8) Keep within your time limits.
A comment about oral presentations: If you arrive after class has begun on a day for which speaking is scheduled, do not enter the room immediately. Instead, look through the window to see if a student is speaking. If a student is speaking, wait until the end of that presentation to enter the room. Do not walk in during another student’s presentation. 

All students should be prepared to speak the first day. The instructor will prepare a list of the speaking order for students and will distribute it on the first day. Students who miss their speaking appointments may or may not be given a chance to be heard in class.

· Dyad Paper: 
You will be assigned to work in a dyad to help prepare you for your oral presentations. The purpose of this dyad is for the two of you to assist each other in selecting topics, researching, and preparing outlines that exactly meet the assignments. The goal is to initiate a supportive relationship that will provide constructive feedback and evaluation of your speeches. This experience will enable you to address all of the learning goals for this course as you prepare to deliver clear spoken messages using appropriate evidence and exhibiting sensitivity to the various demands of working with a partner and tailoring messages for a specific audience. This assignment will require meetings outside of class time. Specifically, you and your partner will work to apply the concepts in Chapters 11-15. Your preparation should consider audience analysis, overall speech structure, organization, evidence, credibility, delivery of the speech, and visual aids. After completing your speeches, you will submit a written 3 to 4-page summary of findings from your personal perspective of the dyad experience. There is a possibility of thirty (30) points for this assignment. 

· Exams: 
There will be two exams. The midterm is worth 50 points and the final is worth 75 points. Exams will cover the material from the text and lectures. You must have a legitimate excuse for not attending an examination (e.g., a doctor’s note stating you were ill) or you will receive a zero. You may only complete a make-up exam with a legitimate excuse (be advised, make-up exams are comprised of essay questions only). Both examinations offer you the opportunity to demonstrate your understanding of the concepts, theories, and processes associated with the accomplishment of all learning goals for this course.

Point Summary: 

In-Class Activities and Related Assignments



80

Two Reaction Papers @ 25 points each



50

Informative Presentation





50
Persuasive Presentation





65
Dyad Paper







30
Two Examinations (midterm = 50 points; final = 75 points)           125 






          Total Possible =          400 points

GRADING:
Plus/minus grading will be used in the final grades for this course. The following table indicates the number of points and the percent of total possible points associated with each grade.



Grade           
Percent of total possible points

  

A+  

98-100      
(392-400 points)         




A

93-97.9

(372-391 points)






A-                  
90-92.9

(360-371 points)


B+

87-89.9

(348-359 points)

 
B                  
83-86.9

(332-347 points)


B-

80-82.9

(320-331 points)


C+

77-79.9

(308-319 points)
 

C                  
73-76.9

(292-307 points)


C-

70-72.9

(280-291 points)


D+

67-69.9

(268-279 points)


D                  
63-66.9

(252-267 points)


D-

60-62.9

(240-251 points)


F                  
59.9 or below
***You must receive a C or better in the course (i.e., 73% or higher, which means 292 points or more) for it to fulfill the general education requirement for oral communication.***

POLICIES: Any late work is subject to penalty. No late oral assignments can be accepted. If you are ill please leave a message on the instructor's voice mail prior to class. According to the University Catalog, a grade of "incomplete" can be given only when a student who is doing otherwise acceptable work is unable to complete a course because of illness or other conditions beyond the control of the student. But any requirements to make up the course "shall not include retaking the course."  By University regulation, following the University Census date, the class may not be dropped if the student is failing the course. Students must earn a minimum grade of "C" to receive general education credit for this course. Students must be in attendance to benefit from the class. Given that the course has a lot of "learning by doing," students cannot master the course by getting notes from friends. Attendance is required. Of course, emergencies happen to everyone. Students may be excused from attendance due to illness, emergency, or observance of a religious holiday (students must telephone the instructor before class when there is a difficulty so that appropriate arrangements can be made). Written assignments normally cannot be revised and turned in again. Plagiarism is cause for failing the entire course. Read the University’s “Student Guide to Avoiding Plagiarism” at http://64.233.179.104/u/CSUFullerton?q=cache:tsreUxk9OBcJ:www.fullerton.edu/deanofstudents/judicial/pdfs/Guide%2520to%2520Avoiding%2520Plagarism.pdf+plagiarism&hl=en&ie=UTF-8 .
Please be on time to every class meeting prepared, with assignments completed, and ready to participate in the discussion. I understand that the parking lots can be aggravating; however, your walking into class late is disruptive to your classmates. If you need to leave early please let me know beforehand and choose a seat near the door. If early departure becomes a habit, activity grades will be affected. While you are in the classroom, please do not complete work for other classes or bring in other reading materials. Please turn off cell phones and pagers. Please be respectful and mindful to your classmates and do not interrupt, mock, laugh at, or cause a disturbance when they are talking. The rule is: one person has the floor at a time. If you disrupt the learning process you will be asked to leave class. Do not close your notebook and begin packing when you feel the class period has ended. I will dismiss you.

STUDENTS WITH DISABILITIES: Please let the instructor know if you have a disability that might affect your participation or studies in this class. The instructor will keep this information in strict confidence, of course. Often, however, immediate and simple steps can be taken by the instructor to improve your learning environment in this course. Your instructor and the Office of Disabled Student Services will cooperate to help meet your needs. If you have not yet contacted Disabled Student Services, you should do so very soon since they must identify student-clients prior to providing their services.

Course Outline

	DATE  
	TOPIC  
	READING/ASSIGNMENTS

	1-22
	I.
Introduction to Communication

       A.
Introduction to the Course
	

	1-24
	B. Nature of Personal Communication

--Identities, Motives, 
	Chs. 1-2



	1-29/31
	C. Values,  Misevaluations of Perception, Cultures
	Ch. 6

	2-5
2-7/12
	 II.  Communication Skills

A. Presentation Skills I

B. Listening
	Chs. 11, 12, 
        14(
Ch. 5 

	2-14
2-19/21
	      (cont.)

C. Verbal Messages          
	Appendix A (
Ch. 3

	2-26/28
	       D. Nonverbal Messages

	Ch. 4
Reaction paper 1 due

	3-4
	Midterm Exam
	

	3-6/13
	Informative Presentations
	

	3-18
	             (cont).

       E. Presentation Skills II  
	Ch. 15

	3-20
	(cont.)
	Ch. 13

	3-25/27
	III. Interpersonal Communication
       A. Understanding Interpersonal Communication
             Styles
	Ch. 7 

	3-31/4-6
	Spring Break
	

	4-8/10
	       B. Enhancing Relationships 
	Ch. 8

	4-15/17
	IV. Working in Groups and Teams
       A. Conflict Management and Problem Solving
	Reaction Paper 2 due
Ch. 9

	4-22/24
	       B. Decision Making and Working in Organizations
	Ch. 10

	4-29/5-8
	Persuasive Presentations
	

	Week of May 11
	FINAL EXAM
	Dyad paper due


( Material from this chapter will be skimmed, rather than reviewed in depth.

