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MANA 2302 – Communication in Organizations
Spring 2016 – Course Syllabus

Dr. Beverly George – Clinical Assistant Professor
Phone:
(817) 272-3144

Office:

Business Building Room 502
Office Hour   By Appointment Only
E-mail:           BHGEORGE@UTA.EDU 

For Proper Response to your Email: Please follow the following:

On the Subject Line:
Ref: Mana 2302 (+sect) and Student Roster Name

Website:         http://wweb.uta.edu/management/Dr.George/default.htm
CLASS MEETING TIMES
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 COURSE PURPOSE
This course satisfies the University of Texas at Arlington core curriculum requirement in social and cultural behavioral sciences.  
COURSE DESCRIPTION
MANA 2302. COMMUNICATIONS IN ORGANIZATIONS (3-0) This course focuses on the development of interpersonal business communication skills in the following areas: group communication, written communication (collaborative writing and business letters, memorandums and reports), oral communication (business presentation, meetings and interviews), and listening. The following topics are also addressed: verbal and nonverbal communication, dyadic and organizational communications, communication roles and relationships, small-group communication, communication networks, and the diagnosis and improvement of organizational communications. 
MODE OF INSTRUCTION
Classes will be interactive, with both the instructor and students sharing in the processes.  Students should read assigned materials PRIOR to the class date and be prepared for discussions, exercises, and quizzes.  It is to your advantage to stay current with readings and assignments.  A variety of learning tools will be used to develop and enhance your understanding of the subject matter, including experiential exercises, small group activities, video, case analyses, current events, and class discussions, rather than solely from the lectures.  You are responsible for the material in the chapters as well as the materials covered in classes.

STUDENT LEARNING OUTCOMES
1. Critical Thinking Skills

Students will develop critical thinking skills by defining, discussing, recognizing, and differentiating between terminology, facts, concepts, principles, analytic techniques, and theories related to organizational communication.  Developing reasonable solutions to managerial communication problems in a variety of settings requires a high degree of critical thinking skills, especially given the explosive growth in the media available for communication.

Outcome achieved through: Lectures, in-class discussions, homework assignments, case analyses, small group activities, experiential exercises, assigned readings, and examinations.

2. Communication Skills

The development of communication skills is the very rai·son d'ê·tre for this course.  Business communications occur in a variety of organizational settings, across vastly different cultures, and using a variety of media.  Through exposure to issues involved in verbal and nonverbal communication, dyadic and organizational communications, communication roles and relationships, small-group communication, and communication networks, students develop the skills to diagnose and improve organizational communications

Outcome achieved through: Lectures, in-class discussions, homework assignments, case analyses, small group activities, experiential exercises, assigned readings, and examinations.

3. Empirical and Quantitative Skills

A significant part of business communications involves quantitative data (financial data, customer data, production and operations data, personnel data etc).  The course will emphasize tools, techniques, and approaches for communicating quantitative data using textual, visual, and graphical formats. 

Outcome achieved through: Lectures, in-class discussions, homework assignments, case analyses, small group activities, experiential exercises, assigned readings, and examinations.

4. Social Responsibility

Communications can be equally tools for presenting or misrepresenting information.  Issues of personal integrity and responsibility to society in the presentation of information are of vital importance and will be emphasized in the course.

Outcome achieved through: Lectures, in-class discussions, homework assignments, case analyses, small group activities, experiential exercises, assigned readings, and examinations.

REQUIRED TEXT
Newman, A. & Ober, S. 2013. Business Communication: In Person, In Print, On-Line. Mason, Ohio: South-Western Cengage Learning. 
ISBN: 978-1-111-53316-8 or ISBN-13: 978-1-133-19143-8
Blackboard

This class is up on Blackboard (http://www.uta.edu/blackboard or https://elearn.uta.edu/). Please check Blackboard often. There you will be able to access class material.
It is the responsibility of the student to read the chapter and PowerPoint prior to class, so the student can be prepared to participate in class discussion and application of the material.

GRADING COMPONENTS
New Grading Policy for all Classes – No Drop Exams

Exams:
1st Exam





100 
Points

2nd Exam





100
Points

Final Exam
 




110 
Points   

Review Syllabus in Blackboard


  2
Points

Ethics and Social Responsibility Statement 

(This is your Personal Norms Assignment)

  8 
Points
Movie Review





20
Points
Chapter Quizzes (10Pts x 5)



50
Points
Resume loaded to blackboard


  3 
Points

Participation (26x2)

                  

13
 Points

TOTAL







406    Points
All assignments are to be loaded to Blackboard on the designated day.  No late work will be accepted.

I will also offer extra credit points throughout the semester.  The number and work is subject to my discretion.  These can range for special in-class activities or to random on-time attendance checks.

Exams: 

The 3 exams will be multiple-choice answer.  You will be tested primarily over material presented in class directly from the textbook.  You will need to purchase scantron sheets #882 for the exams.  The exams will require you to understand and be able to apply course concepts, rather than simply memorize them.  It is to your advantage to answer end of chapter questions and to study the examples in the book, and those presented in class.  This will help you develop an understanding of and ability of apply concepts.

If you miss an exam without prior authorization, it will result in a zero.  It is to your advantage to take all exams when scheduled, rather than planning to miss an exam.  This allows for emergencies and unforeseen circumstances.  In addition, since the final exam is semi-comprehensive, having taken all exams is generally very helpful.  Advanced knowledge of an absence is the key to a makeup.  Also as a note, any makeup exam will be a different test than given in class.
Chapter Quizzes: To assess your comprehension of the material taught in the class, you will be given a short 10 point quiz on various chapters (5), on the day the chapter is taught in class. You will NOT be able to make up for quizzes missed due to lack of attendance. 

Attendance

Attendance is expected to do well in the class. Reviews and highlighted items will be covered in class that will be reflected in the exam.  Due to change in Federal law; faculty is required to track attendance for any student receiving financial aid but not as a matter of institutional policy.  Thus, attendance will be taken each day and work will be tracked to meet recording requirements.
Federal Title IV Regulations on Attendance for Students Receiving Financial Aid
Federal Title IV Regulations require the University to ensure federal aid recipients who receive a non-passing grade actually began attendance in the course. You are receiving this notice because a student received a non-passing grade in a course(s) you are the Instructor of Record for during the Semester.

For this report, “Attendance” for ALL face to face and online courses is defined as the following:
 *   physically attended a class and/or participated in an online discussion.
 *   Turned in an assignment and/or took an exam.
 *   Communicated with someone, in any documentable format, about the academic subject studied in the course.

We are providing you with an electronic roster in order to complete this requirement. Please indicate the student’s last date of attendance based on your most recent record (e.g. Final Exam 05/05/2015).  If you have no evidence that the student ever attended the course (per the definition of “attendance” given above), then click on the box in the column labeled “Never Attended.”

Thank you, in advance, for taking time to ensure our University remains compliant with federal regulations.
http://www.tgslc.org/pdf/Program-integrity-R2T4-Taking-Attendance.pdf.
COURSE POLICIES
1.  The exam can be made up only if absolutely necessary, and only if the student obtains permission from the professor PRIOR to the exam.  Students are strongly encouraged to take the exam when they are given.  The makeup exams will be a different exam than the rest of the class has taken.

2.  Final grades will be determined on the following basis:


A = 90% or better   

B = 80 - 89.9%            

C = 70 - 79.9%  
D = 60 - 69.9%


F = 59.9% or less
	Points earned/total
	Points Range
	Grade

	90% and above
	
	A

	80% and above
	
	B

	70% and above
	
	C

	60% and above
	
	D

	Less than 60%
	
	F


Drop Policy:

Students may drop or swap (adding and dropping a class concurrently) classes through self-service in MyMav from the beginning of the registration period through the late registration period. After the late registration period, students must see their academic advisor to drop a class or withdraw. Undeclared students must see an advisor in the University Advising Center. Drops can continue through a point two-thirds of the way through the term or session. It is the student's responsibility to officially withdraw if they do not plan to attend after registering. 
Students will not be automatically dropped for non-attendance. Repayment of certain types of financial aid administered through the University may be required as the result of dropping classes or withdrawing. For more information, contact the Office of Financial Aid and Scholarships (http://wweb.uta.edu/aao/fao/).  Students are expected to keep track of their performance throughout the semester and seek guidance from available sources (including the instructor) if their performance drops below satisfactory level.  Do not wait to the last month to decide you need to pass the course.  Consistent performance will be needed throughout the semester to make the desired grade.
CELL PHONES & LAPTOPS
Your cell phones must be turned off or silenced during class.  Laptops are permitted in class for note taking purposes only.  Emailing, instant messaging (texting on your phone, too), and internet surfing are strictly prohibited.  Because these activities are distracting and disrespectful to you, your classmates, and your professor, I reserve the right to approach you in class without notification and warning, and to see what else you have opened on your laptop. 
If there is anything other than PowerPoint or Word open along your toolbar, you will be asked to leave the room.   If there is a personal emergency that requires a cell phone on vibrate; please give advanced knowledge to the professor.  Texting is not permitted.  A class warning will be given, the next notice you will be asked to leave the room.  If these devices are seen during an exam; the exam will be collected and there is no recourse to the grade but a Zero!

Expectations for Out-of-Class Study:
 A general rule of thumb is this: for every credit hour earned, a student should spend 3 hours per week working outside of class. Hence, a 3-credit course might have a minimum expectation of 9 hours of reading, study, etc. Beyond the time required to attend each class meeting, students enrolled in this course should expect to spend at least an additional 9 hours per week of their own time in course-related activities, including reading required materials, completing assignments, group projects and preparing for exams, etc. 

Student E-culture Policy

Electronic Communication: 

UT Arlington has adopted MavMail as its official means to communicate with students about important deadlines and events, as well as to transact university-related business regarding financial aid, tuition, grades, graduation, etc. All students are assigned a MavMail account and are responsible for checking the inbox regularly. There is no additional charge to students for using this account, which remains active even after graduation. Information about activating and using MavMail is available at http://www.uta.edu/oit/cs/email/mavmail.php.

As per new recommendations from the university, the student may notify the professor of any questions regarding the course as long as the subject header has the following:  Mana 2302 – Your Name and your Section #.   Email must follow good grammar and proper Email netiquette rules with proper salutations for proper response.

(REMEMBER:  ALL CAPS MESSAGES IS SHOUTING AT THE TEACHER – and will not be responded to.  In addition samples like: hay prof: how r y  or a new recent email “hay mammie” will not be responded to.  Without grammar and the person’s name in the email response can not be given). Your faculty will always respond when emails are received with respect and formality due to the nature of working in a professional environment.
Disability Accommodations:
 UT Arlington is on record as being committed to both the spirit and letter of all federal equal opportunity legislation, including The Americans with Disabilities Act (ADA), The Americans with Disabilities Amendments Act (ADAAA), and Section 504 of the Rehabilitation Act. All instructors at UT Arlington are required by law to provide “reasonable accommodations” to students with disabilities, so as not to discriminate on the basis of disability. Students are responsible for providing the instructor with official notification in the form of a letter certified by the Office for Students with Disabilities (OSD).  Students experiencing a range of conditions (Physical, Learning, Chronic Health, Mental Health, and Sensory) that may cause diminished academic performance or other barriers to learning may seek services and/or accommodations by contacting: 
The Office for Students with Disabilities, (OSD)  www.uta.edu/disability or calling 817-272-3364.

Counseling and Psychological Services, (CAPS)   www.uta.edu/caps/ or calling 817-272-3671.

Only those students who have officially documented a need for an accommodation will have their request honored. Information regarding diagnostic criteria and policies for obtaining disability-based academic accommodations can be found at www.uta.edu/disability or by calling the Office for Students with Disabilities at (817) 272-3364.

Title IX: The University of Texas at Arlington does not discriminate on the basis of race, color, national origin, religion, age, gender, sexual orientation, disabilities, genetic information, and/or veteran status in its educational programs or activities it operates. For more information, visit uta.edu/eos. For information regarding Title IX, visit www.uta.edu/titleIX.

Academic Integrity:
Students enrolled all UT Arlington courses are expected to adhere to the UT Arlington Honor Code:

I pledge, on my honor, to uphold UT Arlington’s tradition of academic integrity, a tradition that values hard work and honest effort in the pursuit of academic excellence. 

I promise that I will submit only work that I personally create or contribute to group collaborations, and I will appropriately reference any work from other sources. I will follow the highest standards of integrity and uphold the spirit of the Honor Code.

UT Arlington faculty members may employ the Honor Code as they see fit in their courses, including (but not limited to) having students acknowledge the honor code as part of an examination or requiring students to incorporate the honor code into any work submitted. 
Per UT System Regents’ Rule 50101, §2.2, suspected violations of university’s standards for academic integrity (including the Honor Code) will be referred to the Office of Student Conduct. Violators will be disciplined in accordance with University policy, which may result in the student’s suspension or expulsion from the University.

This is good material for a test.
Any student that has me before has seen evidence that I strictly follow this policy.  Don’t do anyone a favor by signing them or in doing their work for them.  Freeloaders receive lower grades and academic dishonesty procedures are carried to the maximum policy of the law of the University.  Don’t cheapen your degree!  You work to hard to get it!

Respect to fellow classmates and faculty

University policy has changed that any student harassing a fellow classmate during class resulting in an uncomfortable (creating a non-learning environment), or harassing a faculty member over grade or classroom disruptions; faculty is to notify University Police for immediate assistance and this policy is strictly followed. 

Student Feedback Survey:

At the end of each term, students enrolled in classes categorized as “lecture,” “seminar,” or “laboratory” shall be directed to complete an online Student Feedback Survey (SFS). Instructions on how to access the SFS for this course will be sent directly to each student through MavMail approximately 10 days before the end of the term. Each student’s feedback enters the SFS database anonymously and is aggregated with that of other students enrolled in the course. UT Arlington’s effort to solicit, gather, tabulate, and publish student feedback is required by state law; students are strongly urged to participate. For more information, visit http://www.uta.edu/sfs.
Final Review Week:
A period of five class days prior to the first day of final examinations in the long sessions shall be designated as Final Review Week. The purpose of this week is to allow students sufficient time to prepare for final examinations. During this week, there shall be no scheduled activities such as required field trips or performances; and no instructor shall assign any themes, research problems or exercises of similar scope that have a completion date during or following this week unless specified in the class syllabus.

During Final Review Week, an instructor shall not give any examinations constituting 10% or more of the final grade, except makeup tests and laboratory examinations. In addition, no instructor shall give any portion of the final examination during Final Review Week. During this week, classes are held as scheduled. In addition, instructors are not required to limit content to topics that have been previously covered; they may introduce new concepts as appropriate.

Emergency Exit Procedures:

Should we experience an emergency event that requires us to vacate the building, students should exit the room and move toward the nearest exit. When exiting the building during an emergency, one should never take an elevator but should use the stairwells. Faculty members and instructional staff will assist students in selecting the safest route for evacuation and will make arrangements to assist individuals with disabilities.

Arlington Procedure 7-6: Emergency/Fire Evacuation Procedures (http://www.uta.edu/police/Evacuation Procedures.pdf)

Student Support Services:
UT Arlington provides a variety of resources and programs designed to help students develop academic skills, deal with personal situations, and better understand concepts and information related to their courses. Resources include tutoring, major-based learning centers, developmental education, advising and mentoring, personal counseling, and federally funded programs. For individualized referrals, students may visit the reception desk at University College (Ransom Hall), call the Maverick Resource Hotline at 817-272-6107, send a message to resources@uta.edu, or view the information at http://www.uta.edu/universitycollege/resources/index.php

The English Writing Center (411LIBR):
Hours are 9 am to 8 pm Mondays-Thursdays, 9 am to 3 pm Fridays and Noon to 5 pm Saturdays and Sundays. Walk In Quick Hits sessions during all open hours Mon-Thurs. Register and make appointments online at http://uta.mywconline.com. Classroom Visits, Workshops, and advanced services for graduate students and faculty are also available. Please see www.uta.edu/owl for detailed information.
Additional Resources

Library Home Page
 http://www.uta.edu/library 

Subject Guides
 http://libguides.uta.edu
Subject Librarians
 http://www.uta.edu/library/help/subject-librarians.php 

Course Réserves
 http://pulse.uta.edu/vwebv/enterCourseReserve.do
Library Tutorials 
 http://www.uta.edu/library/help/tutorials.php
Connecting from Off- Campus
 http://libguides.uta.edu/offcampus
Ask A Librarian
 http://ask.uta.edu
The subject librarian for your area can work with you to build a customized course page to support your class if you wish. 
Emergency Phone Numbers: In case of an on-campus emergency, call the UT Arlington Police Department at 817-272-3003 (non-campus phone), 2-3003 (campus phone). You may also dial 911. Non-emergency number 817-272-3381

Tentative Course Outline – Mon/Wed Class – Mana 2302 – Spring 2016
	Date
	Activity
	WK
	Assignment
	Subject

	Jan 20
	Lecture
	1
	Read Chapter 1
	Orientation – Review of Syllabus

Assurant of Learning

Chapter 1 – Understanding Business Communications

	Jan 25
	Lecture
	2
	Read Chapter 1
	Chapter 1 – Understanding Business Communication – Conduct Survey

	Jan 27
	Lecture
	
	Read Chapter 2
	Chapter 2 – Team & Intercultural Communication

	Feb 1
	Lecture
	3
	Read Chapter 2
	Chapter 2 – Team & Intercultural Communication
Discuss personal norms

	Feb 3
	Lecture
	
	Read Chapter 3

Personal Norms Due on Blackboard
	Chapter 3 – Interpersonal Communication Skills

	Feb 8
	Lecture
	4
	Read Chapter 7
	Chapter 7 Persuasion Techniques

	Feb 10
	Lecture
	
	Read Chapter 7
	Chapter 7 Persuasion Techniques

	Feb 15
	Review
	5
	
	Review of Chapter (1,2,3,7)

	Feb 17
	EXAM
	
	
	Exam of Chapters (1,2,3,7)

	Feb 22
	Lecture
	6
	Read Chapter 11
	Chapter 11 – Oral Presentations

	Feb 24
	Lecture
	
	Read Chapter 11
	Chapter 11 – Oral Presentations

	Feb 29
	Lecture
	7
	Read Chapter 4
	Chapter 4 – The Writing Process

	Mar 2
	Lecture
	
	Read Chapter 4
	Chapter 4 – The Writing Process

	Mar 7
	Lecture
	8
	Read Chapter 5
	Chapter 5 – Revisiting your Writing

	Mar 9
	Lecture
	
	Read Chapter 6
	Chapter 6 – Neutral & Positive Messages

	Mar 14
	
	9
	Spring Break
	

	Mar 16
	
	
	Spring Break
	

	Mar 21
	Exam
	10
	
	Exam of Chapters (11,4,5)

	Mar 23
	Lecture
	
	Read Chapter 6
	Chapter 6 – Neutral & Positive Messages

	Mar 28
	Lecture
	11
	Read Chapter 8
	Chapter 8 – Bad News Messages

	Mar 30
	Lecture
	
	Read Chapter 8
	Chapter 8 – Bad News Messages

	Apr 4
	Lecture
	12
	Read Chapter 9
	Chapter 9 – Planning the Report and Managing Data

	Apr 6
	Lecture
	
	Read Chapter 9
	Chapter 9 – Planning the Report and Managing Data

	Apr 11
	Lecture
	13
	Read Chapter 10
	Chapter 10 – Report Writing

	Apr 13
	
	
	Read Chapter 10
	Chapter 10 – Report Writing

	Apr 18
	Movie
	14
	Movie
	Movie

	Apr 20
	Movie
	
	Movie Handout Due
	Movie

	Apr 25
	Lecture
	15
	Read Chapter 12
	Chapter 12 – Employment Communication

	Apr 27
	
	
	Resume Due on Blackboard
	Chapter 12 – Employment Communication

	May 2
	Lecture
	16
	Review for Final
	Review for Final

	May 4
	
	
	Review for Final
	Review for Final

	Final
	
	
	
	Chapters (6,8,9,10,12)


“As the instructor for this course, I reserve the right to adjust this schedule in any way that serves the educational needs of the students enrolled in this course.
Turn in to Professor Signed the First Week

(Please fill out below and write legibly.)
Name __________________________________________________

Major __________________________________________________

Year in School (i.e. junior, senior) ___________________________

Number of Years at UTA ___________________________________

Management classes taken:

________________________________________________________________________________________________________________________________________________

What is your reason for taking this class? ______________________________________________________________________________________________________________________________________________________

What do you expect to learn in this class?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Sign your name below to indicate you have received, read the syllabus for the course MANA 2302, Business Communication, Spring 2016, and read the guidelines on academic honesty and intend to abide by the University rules.

X____________________________________________________________________

Mana 2302-003


Mana 2302-005








