Course Information Sheet

SPEECH 1321 -- Business and Professional Speaking

Instructor:
Kara Kleimann



Office: LA-132    



Phone:  (979) 743-5213  



email:
 kkleimann@blinn.edu
Course Description:  This course is designed to aid the prospective business or professional person in preparing various types of speaking assignments such as he/she might encounter in his/her career.  Emphasis is to be placed on the invention of ideas, delivery, style, and organization of ideas.  In addition, the following topics are addressed in the text, lecture, and class discussion: process of public speaking, critical listening, planning and preparing the speech, choosing the subject and purpose, analyzing the audience and the occasion, using support material, outlining, visual aids, beginning and ending the speech, language, delivery, informative speeches, persuasive speeches, argumentation, and speeches for special occasions.
This is a Core Course in the 42-hour Core of Blinn College.  As such, students will develop proficiency in the appropriate Intellectual Competencies, Exemplary Education Objectives, and Perspectives.  www.blinncol.edu/corecurriculum
Credit:  3 semester hours -- Prerequisites:  None

Course Objectives:  

1. Understand the communication process, especially speech concepts and techniques.

2. Develop the ability to prepare and present speeches of social and technical interest.

3. Develop the ability to logically plan presentations with the use of supplementary materials, including bibliographical references.

4. Outline and deliver speeches of various types.

5. Develop and/or strengthen one’s critical listening and thinking skills by learning standards of criticism and evaluation for effective speaking.

Required Textbook:  O’Hair, Stewart, and Rubenstein. A Pocket Guide to Public Speaking.  
Boston: Bedford/St. Martin’s, 2004.  

Required materials:

Textbook

Folder

Paper

Pen/Pencil

2 scan tron forms  (required for Midterm and Final exams)

Course Requirements:

· Major exams (20%) – There will be a mid-term and a final exam.  Each of these exams will count 10% of your course grade.  The final exam will be comprehensive.
· Speeches (50%) – Four graded speeches will be presented to the class.  
1. Self-introduction speech (5%)
2. Informative speech (15%)
3. Persuasive speech (15%)
4. Special occasion speech (15%)
** Appropriate attire is required for these speeches. 

Midriffs should be covered. Flip-flops, hats/caps, and shorts are unsuitable.
       The 3 major speeches will each receive a 1)speech grade, 2)outline grade, and 3)audience grade.
· Class participation (30%) – Each student will receive a grade for participation including, but not limited to, the following areas: impromptu speaking, weekly activities, class discussion, quizzes, and group communication.  
Course Policies:

Civility Statement:  Members of the Blinn College community, which includes faculty, staff and students, are expected to act honestly and responsibly in all aspects of campus life. Blinn College holds all members accountable for their actions and words. Therefore, all members should commit themselves to behave in a manner that recognizes personal respect and demonstrates concern for the personal dignity, rights, and freedoms of every member of the College community, including respect for College property and the physical and intellectual property of others.  If a student is asked to leave the classroom because of uncivil behavior, the student may not return to that class until he or she arranges a conference with the instructor; it is the student's responsibility to arrange for this conference.
ADA Statement:  Blinn College would like to help students with disabilities achieve their highest potential in college.  In order to receive accommodations on examinations or assignments, proper documentation must first be provided to the Office of Disability Services located in room 104 (Brenham) of the New Administration Building (979-830-4157).  The student must then self-identify and conference with the ADA office to begin receiving accommodations in a class.
Scholastic Dishonesty:  The Blinn College policy on academic dishonesty will be followed in the event that a student is caught cheating, plagiarizing, or found to be in collusion with other students.

Attendance:  Students are expected to attend all classes.  Attendance will be taken and recorded each class session.  Assignments (including speeches and quizzes) will not be made up unless approval is obtained in advance.  An automatic point deduction will be applied to any speech (outline and delivery) not prepared for the assigned day of speech delivery. 
The Blinn College Student Handbook (2006-2007) states the following: “Blinn College believes that class attendance is essential for student success; therefore, students are expected to report promptly and regularly to all their classes. . . If a student has three or more unexcused absences during the semester, the faculty member will report the student absence to [the] Campus Intervention Center.  The Intervention Center will contact the student and require him/her to discuss . . . absences with someone in the center.  The student is expected to respond to the intervention by regularly attending class.  If the student does not positively respond by attending class, the student may be administratively withdrawn from class” (17).  *Even though a student may be administratively withdrawn, it is still the student’s responsibility to confirm the withdrawal or officially drop/withdraw from a class he or she is still attending but not passing.*

There are two excused absences recognized by Blinn:

1. Observance of religious holy days. The student should notify the instructor no later than the 15th day of the semester concerning specific dates that he/she will be absent for any religious holy day(s).
2. Representing Blinn College at an official institutional function.
  ** Other absences may be excused at the discretion of the faculty member.**
· Students are responsible for notifying the instructor in advance of an absence when at all possible.   

· Students are expected to arrive to class on time and to stay in class the full time.  Tardiness is disruptive (and when repeated becomes rude) to both the instructor and students.  

· Any student who leaves class early without the instructor’s approval will be counted absent.  A student should schedule doctors’ appointments and other similar obligations for times outside the class period.  

Miscellaneous:  

· No food, drinks, or tobacco products allowed in the classroom; only water is permitted.  

· Hats are not to be worn during class (especially during exams and speeches). 

· Cell phones and pagers should not be seen or heard in the classroom – they need to be turned off before entering class and may not be used during class. No text messaging or photographing during class.
Tentative Calendar:

August 28

Introduction to course 

Pre-test

September 4  
Introductory Speeches 




Chapters 1,2,3
September 11
Communication Process




Chapters 4,5,6 – Getting Started

September 18
Chapters 7,8,9,10,11 – Development
September 25
Chapters 12,13,14 – Organization



Outlining / Formatting

October 2   
Chapters 15,16 – Starting, Finishing, and Styling



Chapters 17,18,19 –Delivery
October 9

* Midterm Exam *




Chapter 23 – Informative Speaking




Topic approval

October 16

Informative Speeches



October 23

Chapters 20,21,22 – Presentation Aids

October 30

Chapter 24 – Persuasive Speaking 




Topic approval 
November 6
Persuasive Speeches (Bibliography required)

November 13
Chapter 25 – Speaking on Special Occasions
November 20
Topic approval / outlines



* Happy Thanksgiving *

November 27
Special Occasion Speeches
December 4
Chapters 26–34 – The Classroom and Beyond



Post-test

December 8-13
Final Exam

TBA
Office hours:	  M/W         7:30 – 8:00; 1:00 – 3:00


		  T/Th	      8:15 – 9:15; 2:30 – 3:00		  Monday     5:00 – 6:00


		  Friday       9:00 –10:00











