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	BCM 520 500 Managerial Communication
	Spring 2014

	Professor:
	Dr. Marsha L. Bayless
	Office:
	229J

	Email:
	mbayless@sfasu.edu (if unable to get to email in D2L only)
	For course contact, use email in D2L.

	Phone:
	936 468-1496
	
	

	Class Starts:
	Monday, January 13, 2014
	
	

	Class Final:
	Tuesday, May 6, 2014
	Final Exam will open on Sunday, May 4, at 9:00 a.m. and close on Tuesday, May 6 at 11 p.m. 

	
	
	
	

	Office Hours:
	
	
	


	Monday
	2:30-4:30 p.m.
	

	Tuesday
	2:00-4:00 p.m.
	

	Wednesday
	10:00-12:00 noon
2:00-4:00 ONLINE
	

	Thursday
	9:00-11:00 p.m.  ONLINE
	

	Friday
	By appointment
	


	Class Times
	This online class will require NO face-to-face meetings.  Contact will be through chats, virtual team work, and email.


	Course Description:
Applied approach using written and oral communication as management tools, including audience analysis, research gathering and interpretation, organization, drafting, revising, presentation, and visual aid development.


	Textbook:  Management Communication: A Case-Analysis Approach, 5th Edition, 2012.  James S. O’Rourke, IV.  Prentice Hall- Pearson Higher Education.
ISBN-10: 0132671409 | ISBN-13: 978-0132671408 | Edition: 5


	Special Reading:  PUSH: 50 Secrets on How to Land a Job by Creating Social Media Buzz. Nelson Wang.
This is a 44 page item located on Kindle.  If you have an Amazon Kindle Prime account, you can borrow this book at no charge.  Or, you can purchase it for Kindle for 99 cents.  If you do not have a Kindle, you can download a free Kindle Reading Apps for your computer or other mobile devices and then download the book.  This reading will be used for one of the Assignments in the course.


	Software Access:  Writing assignments will be done in Microsoft Word.  You will need access to Powerpoint.  You will need Adobe Acrobat (the free reader version is fine) to read PDF files.  Click on icon in Desire to Learn (D2L) to go to OIT to do the online orientation and check your machine for the appropriate settings so you can participate in the course effectively.  You do not get chat credit if you can’t get into the chat.  We may also be using Powerpoint, Prezi, and perhaps other online programs.

	Student Learning Outcomes:

	· 
	Compose clear, grammatically correct and coherent print and electronic messages (email messages, letters, memos, proposals, blogs, wikis, etc.) that meet professional standards, and are appropriate to specific communication situations.

	· 
	Demonstrate awareness of the impact technology, environment, and audience characteristics have on message preparation and presentation.

	· 
	Refine research gathering strategies.

	· 
	Participate effectively in team-based writing.

	· 
	Apply editing and revision skills to one’s work and the work of others.

	· 
	Prepare appropriate graphic aids for written messages and oral presentations that incorporate effective principles of electronic layout, formatting, and design.

	· 
	Make effective business presentations with appropriate media support.

	Program Learning Outcomes:
Program learning outcomes define the knowledge, skills, and abilities students are expected to demonstrate upon completion of an academic program. These learning outcomes are regularly assessed to determine student learning and to evaluate overall program effectiveness. You may access the program learning outcomes for your major and particular courses at http://www.sfasu.edu/cob/grad-plo.asp.


	General Student Policies:
Academic Integrity (4.1)
Academic integrity is a responsibility of all university faculty and students. Faculty members promote academic integrity in multiple ways including instruction on the components of academic honesty, as well as abiding by university policy on penalties for cheating and plagiarism. 

Definition of Academic Dishonesty
Academic dishonesty includes both cheating and plagiarism. Cheating includes but is not limited to (1) using or attempting to use unauthorized materials to aid in achieving a better grade on a component of a class; (2) the falsification or invention of any information, including citations, on an assigned exercise; and/or (3) helping or attempting to help another in an act of cheating or plagiarism. Plagiarism is presenting the words or ideas of another person as if they were your own. Examples of plagiarism are (1) submitting an assignment as if it were one's own work when, in fact, it is at least partly the work of another; (2) submitting a work that has been purchased or otherwise obtained from an Internet source or another source; and (3) incorporating the words or ideas of an author into one's paper without giving the author due credit. Please read the complete policy at http://www.sfasu.edu/policies/academic_integrity.asp

Withheld Grades--Grades Policy (5.5) 
Ordinarily, at the discretion of the instructor of record and with the approval of the academic chair/director, a grade of WH will be assigned only if the student cannot complete the course work because of unavoidable circumstances. Students must complete the work within one calendar year from the end of the semester in which they receive a WH, or the grade automatically becomes an F. If students register for the same course in future terms the WH will automatically become an F and will be counted as a repeated course for the purpose of computing the grade point average. 

Students with Disabilities
To obtain disability related accommodations, alternate formats and/or auxiliary aids, students with disabilities must contact the Office of Disability Services (ODS), Human Services Building, and Room 325, 468-3004 / 468-1004 (TDD) as early as possible in the semester.  Once verified, ODS will notify the course instructor and outline the accommodation and/or auxiliary aids to be provided.  Failure to request services in a timely manner may delay your accommodations. For additional information, go to http://www.sfasu.edu/disabilityservices/.


Acceptable Student Behavior
Classroom behavior should not interfere with the instructor’s ability to conduct the class or the ability of other students to learn from the instructional program (see the Student Conduct Code, policy 10-4). Unacceptable or disruptive behavior will not be tolerated. Students who disrupt the learning environment may be asked to leave class and may be subject to judicial, academic, or other penalties. This prohibition applies to all instructional forums, including electronic, classroom, labs, discussion groups, field trips, etc. The instructor shall have full discretion over what behavior is appropriate/ inappropriate in the classroom. Students who do not attend class regularly or who perform poorly on class projects/exams may be referred to the iCare Early Alert Program.  This program provides students with recommendations for resources or other assistance that is available to help SFA students succeed. 

	Course Practices

Chapter Writing Activities:  Rather than have an objective test over the textbook material, we will be completing activities for the chapters.  In Chapters 1-4, you will read each chapter and select three key points in each chapter and write about them.  You will then write at least a paragraph that will connect a real-life experience that you have had to information in the chapter.  Then submit the chapter to the appropriate dropbox for that chapter.  In Chapters 5-8, you will write a one-page single-space abstract that will discuss the chapter and submit each chapter abstract to the appropriate dropbox. For chapters 9-12, you will write two essay questions for each chapter.  These questions should be thought-provoking and not involve rote-memory questions and answers.  You do not need to answer the questions. Submit each set of questions to the appropriate chapter dropbox. For chapters 13, you will choose any one of the earlier methods proposed to complete this chapter.  There are 13 chapters in the text but only 10 points per chapter for a total of 120 points.  That means that you can skip one of these chapter assignments if you wish.

Team Blog:  You will be placed in teams to develop and work together in designing and presenting a business-related blog using WordPress.  WordPress has been identified as the #1 blogging software.  Increasingly, companies are looking for online ways to discuss and present products and product information.  Writing blogs for coworkers, customers, and the general public is a writing skill that can be of value in a variety of business disciplines.  In order to do your FIVE individual blog entries on your team blog, you will need to work with your team members (so you don’t have repetitious entries) and time them effectively so they fit the due date schedule.  In other words, one team member should NOT have five blog postings in a row on the blog.  You will receive more details on the blog process as we proceed through the course.  

Schedule: This course is NOT a course where you work at your own pace on your own deadlines.  In fact, this course has very specific due dates that you must meet.  For this online course, you should be checking frequently (at least once per day) for any updates or additional information. It is your responsibility to turn in all assignments on time.  Assignments will be due on each Tuesday at 11 p.m.  

Late assignments will lose partial or all points. If you have unexpected issues with any assignments or due dates, be sure to contact the instructor BEFORE the problem occurs.

Chats – One form of virtual communication in this class will be the chat feature. The first chat will be done with the Chat feature in D2L. The remaining chats will use either the D2L format or the Collaborate feature through D2L that provide a more media rich chat experience. Students are expected to participate in three of the five chats for 20 points for each chat.  Students can choose which chats they wish to join.  In order to obtain the points, the student must participate in the chat by making appropriate comments or answering or asking questions.  Just checking into the chat without participation earns no points.  If a student participates in more than three chats, bonus points of 5 points for each extra chat will be earned.  If a student is unable to participate in three chats, the student should contact the instructor.

This should be an interesting course that will give you more information on communication in the work place by allowing you to work with new technologies as well as developing your writing skills.

	
Grading Scale:
The grading scale will be 90% of estimated points = A; 80% = B, 70% = C, 60% = D.

	Estimated Points:

	Simulations
	
	

	Simulations may be revised for additional points (not to exceed
the total of 100 points.)
	Simulation #1
	100

	
	Simulation #2
	100

	
	Simulation #3
	100

	
	
	

	Assignments
	Assignment #1 
	30

	Assignments may not be rewritten for additional points.
	Assignment #2
	40

	
	Assignment #3
	50

	
	Assignment #4 
	50

	
	Assignment #5
	100

	
	Assignment #6
	100

	
	
	

	Discussions & Chats
	Discussion 1
	10

	
	Freerice Discussion
	10

	
	Discussion 2
	10

	
	Chats (Participation in three of the five chats is required at 20 points each.  Participation in the remaining chats is 5 points bonus for each chat.) 
	60

	Chapter Reviews
	Activities are scheduled in Dropbox for each chapter. 10 points for each activity.
	120

	Blog
	Teams will create a blog using WordPress. Team members will post entries to the blog and will reply to other blogs with posted comments as well.  Each team member will post at least 5 original entries (at least three paragraphs in length) and comment on at least 2 other postings. 
	70



	Final Exam
	The final exam will involve writing on key course concepts. 
	100

	
	Estimated total points
	1050

	Chat Schedule:  Join 3 chats of your choice for 20 points each.  Bonus for others (no bonus for Final chat)

	Chat 1
	Wednesday, January 15
	9:30 p.m.

	Chat 2
	Thursday, January 30
	9:30 p.m.

	Chat 3
	Monday, February 10
	9:30 p.m.

	Chat 4
	Thursday, March 6
	9:30 p.m.

	Chat 5
	Wednesday, March 26
	9:30 p.m.

	Final Exam Chat
	Thursday, May 1
	9:30 p.m.

	
	JANuARY2014
	subject
	BCM 520 Managerial Communication
	
	



	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SAT/SUN



	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	13
	
	
14
	
	15
	
	16
	
	17
	
	18/19

	1
	
	Classes Begin
Read Syllabus
Get textbook
	
	
	
	Chat 1 – 9:30 p.m.
	
	Last Day to Change Classes
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	20
	
	21
	
	22
	
	23
	
	24
	
	25/26

	2
	
	MLK Holiday – No Classes
	
	Discussion 1
Freerice Discussion
Simulation 1
	
	
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	27
	
	28
	
	29
	
	30
	
	31
	
	/1/2

	3
	
	
	
	Ch 1 Writing
Discussion 2
Assignment 1
	
	12th Class Day
	
	Chat 2 – 9:30 p.m.
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	



	


	February2014
	subject
	BCM 520 Managerial Communication
	
	



	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SAT/SUN



	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	3
	
	4
	
	5
	
	6
	
	7
	
	8/9

	4
	
	
	
	Ch 2 Writing
Simulation 2
	
	
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	10
	
	
11
	
	12
	
	13
	
	14
	
	15/16

	5
	
	Chat 3 – 9:30 p.m.
	
	Ch 3 Writing
Assignment 2 – YouSeeU Presentation 1
	
	
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	



	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	17
	
	18
	
	19
	
	20
	
	21
	
	22/23

	6
	
	
	
	Ch 4 Writing
Assignment 3 
Read PUSH before Simulation 3 is due next week because it will involve the reading assignment
	
	
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	24
	
	25
	
	26
	
	27
	
	28
	
	/1/2

	7
	
	
	
	Ch 5 Writing
Simulation 3 (PUSH)

	
	
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	



	
	March2014
	subject
	BCM 520 Managerial Communication
	
	



	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SAT/SUN



	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	3
	
	4
	
	5
	
	6
	
	7
	
	8/9

	8
	
	Last Day to Apply for Summer Graduation
	
	Ch 6 Writing
Assignment 4
	
	MIDTERM
	
	Chat 4 – 9:30 p.m.
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	10
	
	
11
	
	12
	
	13
	
	14
	
	15/16

	SB
	
	Spring Break
	
	
	
	FBD Conference
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	17
	
	18
	
	19
	
	20
	
	21
	
	22/23

	9
	
	
	
	Ch 7 Writing
Blog Plan Sheet
Rewrites on Sim 1, Sim 2, and Sim 3 due
	
	Last day to drop classes
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	24
	
	25
	
	26
	
	27
	
	28
	
	29/30

	10
	
	
	
	Ch 8 Writing
Blog Entry 1 (each team member enters individual entry on blog and in Dropbox)
	
	Chat 5 – 9:30 p.m.
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	



	
	April/MAY2014
	subject
	BCM 520 Managerial Communication
	
	



	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SAT/SUN



	
	
	31
	
	1
	
	2
	
	3
	
	4
	
	5/6

	11
	
	
	
	Ch 9 Writing
Blog 2
Assignment 5
	
	
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	7
	
	8
	
	9
	
	10
	
	11
	
	12/13

	12
	
	
	
	Ch 10 Writing
Blog 3
Post individual presentation & powerpoint to YouSeeU Team 
	
	
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	14
	
	
15
	
	16
	
	17
	
	18
	
	19/20

	13
	
	
	
	Ch 11 Writing
Blog 4
Assignment 6 – Team Presentation
	
	
	
	Easter Holiday Begins
	
	Easter Holiday
	
	Easter Holiday

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	21
	
	22
	
	23
	
	24
	
	25
	
	26/27

	14
	
	Easter Holiday ends at 4 pm
	
	Ch 12 Writing
Blog 5
	
	
	
	
	
	
	
	

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	28
	
	29
	
	30
	
	1
	
	2
	
	3/4

	15
	
	
	
	Ch 13 Writing
Response 1
Response 2
Team Evaluation
	
	
	
	Final Exam Chat – 9:30 p.m.
	
	
	
	Final Exam opens on May 4 at 9:00 a.m.

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	5
	
	6
	
	7
	
	8
	
	9
	
	10/11

	finals
	
	
	
	Final Exam due by 11 p.m.
	
	
	
	
	
	
	
	Graduation

	WEEK
	notes
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	




