Professional and Technical Communication
***This is Subject to Change

Instructor: Sally Pinon
Office: 263 Fine Arts Building
Office Hours: 
Phone: 
Mailbox: Box 19107
Email: pinon@uta.edu (best way to reach me)
UTA policy states that all students/faculty/staff use UTA email for official university correspondence.

Course Prerequisites: Must have sophomore status

Required Materials:
Textbook: 
Thill, J. & Bovee, C. (2011). Excellence in business communication (9th Ed.). New Jersey:  Pearson Prentice Hall
DVD:
	Sony (for Handycam) DVD + RW 1.4 GB (1 30 minute one) (Teal Cover)

Course Objective:
The objective of this course is to provide an overview and practical understanding of the principles of interpersonal and organizational communication.  The course will provide a foundation for improved oral and written communication and increased effectiveness in word use and writing style.  Focus will be given to letter, memo and resume writing.  In addition, speaking assignments will provide opportunities to gain oral communication experience.

Course Goals: 
The course will provide a foundation for improved oral communication and written communication intended for a professional setting. 

Learning Outcomes:
The student should be able to…
1. Effectively participate as part of a business team
2. Communicate effectively through written documents
3. Successfully present informative and persuasive material to an audience










Attendance: 
Your attendance is vital toward the successful completion of the course requirements.   

Attendance will be taken at the first of each class meeting by the instructor. If a student comes to class after attendance has been taken, he or she will be counted absent. However, attending class is only required on designated “performance” days. If a student is not present on a performance day, he or she will lose 10 points (out of the 50 point attendance grade) for each day he or she is absent.

The only reason an absence may be excused is due to official college business, emergency documented illness, or for documented compelling personal difficulty (ex. funeral). Scheduled doctor visits and non-emergency illnesses will be considered unexcused. Also, a letter from a parent or friend will not count as a documented excuse. If you have a documented excuse, you must present it to me the day you return to class for it to be excused. 

Please Note: The instructor reserves the right to lock the door at the beginning of class. Students who arrive after the door has been locked may not be admitted.

Late Work/Missed Speeches:

Late and/or missed assignments, exams, and speeches will not receive credit unless a valid documented excuse is provided. This includes official college business, emergency documented illness, or documented compelling personal difficulty. A letter from a parent or friend will not count as a documented excuse. If you do miss a test or speech due to one of these rare instances, you must be prepared to take the test or give the speech immediately upon your return to class. If you do not have the documentation upon your return to class, you will not be allowed to make up the test or give your speech. 

You are responsible for notes missed during your absence.  
The instructor reserves the right to evaluate late work as she deems appropriate. 
Please Note: When it comes to presentations, you are committed to the date you sign up for and cannot switch dates unless another speaker agrees to do so with you. If you miss your speech, you will only be able to make up the speech if you have a documented reason. You must also be able to make it up on a date when we have class time. This means you have to be ready at any time to give the speech. 
General Requirements:
1. Participation is a must in this class. You will be required to actively participate in group discussion, ask questions, and interact with the instructor and other students.
2. Do not eat during class.
3. Do not disrupt class.
4. Textbook should be brought to class every day. 
5. The student is responsible for any information and material given in class. 
6. Do not enter or leave the room during another student’s speech.
7. Turn off cell phones/ipods upon entering class. No text messaging. 
8. Only tuition paying students are allowed to be present during class. All visitors must be cleared with the instructor before they can enter the classroom. 
9. Laptop use must be cleared by the instructor. The instructor reserves the right to not allow you to use your laptop.
10. No Laptops out on Speech Days.
11. Students are required to wear business professional clothing on speech days. 
12. All assignments should be typed in 12 pt font, Times New Roman, with 1 inch margins unless otherwise specified by the instructor. 
13. All sources should be stated in APA format.
14. All assignments are due at the beginning of class unless otherwise specified. Work turned in after class has started may not be accepted.
15. Emailed assignments will not be accepted.
16. If you arrive late for a test, you may not be allowed to take it or may be given a shortened period of time to complete the test. 
17. On the day of your speech, you must be present in the classroom at the beginning of class. Otherwise, your speech may be counted as late. 

***Failure to follow these guidelines may result in point deductions on assignments and on participation grades. 

Assignments:
Introduction Speech = 25 pts
Intercultural Assignment = 50pts
Resume/ Cover Letter = 100 pts
Business “Bad News” Letter = 50 pts
Informative Speech = 100 pts
Informative Outline = 50 pts
Self Evaluation = 25 pts
Group Work Plan = 25 pts
Group Written Report = 150 pts
Group Presentation = 75 pts
Attendance/ Participation = 50 pts
Exam 1 = 100 pts
Exam 2 = 100 pts
Exam 3= 100 pts
1000 points

Grading Scale:  
A = 1000-900
B = 899-800
C = 799-700
D = 699-600
F = 599-0




Americans With Disabilities Act (ADA)

The University of Texas at 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). 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 that disability. Any student requiring an accommodation for this course must provide the instructor with official documentation in the form of a letter certified by the staff in the Office for Students with Disabilities, University Hall 102. 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.

Student Support Services

The University supports a variety of student success programs to help you connect with the University and achieve academic success.  They include learning assistance, developmental education, advising and mentoring, admission and transition, and federally funded programs.  Students requiring assistance academically, personally, or socially should contact the Office of Student Success Programs at 817-272-6107 for more information and appropriate referrals.

Academic Honesty

It is the philosophy of The University of Texas at Arlington that academic dishonesty is a completely unacceptable mode of conduct and will not be tolerated in any form. All persons involved in academic dishonesty will be disciplined in accordance with University regulations and procedures. Discipline may include suspension or expulsion from the University. According to the UT System Regents’ Rule 50101, §2.2, "Scholastic dishonesty includes but is not limited to cheating, plagiarism, collusion, the submission for credit of any work or materials that are attributable in whole or in part to another person, taking an examination for another person, any act designed to give unfair advantage to a student or the attempt to commit such acts."

Bomb Threats

If anyone is tempted to call in a bomb threat, be aware the UTA will attempt to trace the phone call and prosecute all responsible parties.  Every effort will be made to avoid cancellation of presentations/tests caused by bomb threats.  Unannounced alternate sites will be available for these classes.  Your instructor will make you aware of alternate class sites in the event that your classroom in not available.







Electronic Communication Policy

The University of Texas at Arlington has adopted the University “MavMail” address as the sole official means of communication with students. MavMail is used to remind students of important deadlines, advertise events and activities, and permit the University to conduct official transactions exclusively by electronic means. For example, important information concerning registration, financial aid, payment of bills, and graduation are now sent to students through the MavMail system. All students are assigned a MavMail account. Students are responsible for checking their MavMail regularly. Information about activating and using MavMail is available at http://www.uta.edu/oit/email/. There is no additional charge to students for using this account, and it remains active even after they graduate from UT Arlington.

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. Contact the Financial Aid Office for more information.

UTA Police
Student should have the UTA Police phone number in their phones and the UTA Police should be called in case of an emergency. (817) 282-3003














