Casper College Course Syllabus

CO/M 1010-04 Public Speaking
Semester/Year:  Spring 2007

Lecture Hours: 3



Lab Hours: 0


Credit Hours:  3

Class Time: 11:00 a.m. – 12:15 p.m.

Days: MW


Classroom:  KT 155

Instructor’s Name:  Mr. Bill Sheffield
Office:  KT 144

Office Phone:  268-2648

Email:  sheffield@caspercollege.edu
Office Hours:  MW 1:00 – 2:45 p.m., TTH 9:00 – 10:45 a.m., F 10:00 – 11:45 a.m. (non-traveling days); other times by appointment only

Course description:  An introductory course in public speaking.  The emphasis is on theory, speech development, and practice as the student is introduced to a variety of speaking situations from impromptu talks to platform speeches.  (from the Casper College Catalog, 2005-2006)

Statement of Prerequisites:  None

Goal: General objective – to develop the student’s abilities in both the preparation and presentation AND the reception and interpretation of oral messages.

Outcomes:  See CO/M 1010 General Policies handout.

Methodology:  Lecture, class discussion, written assignments, quizzes, speech presentations, self analysis of videotaped presentations and class analysis of speeches will be used to provide a theoretical foundation and opportunities to apply course concepts in order to develop students’ skills in the preparation, presentation, reception, and interpretation of oral messages.

Evaluation Criteria:  See sections on “Specific Policies and Procedures” and “Frequently Asked Questions” in this handout.

Required Text, Readings, and Materials:  O’Hair, Dan, Rob Stewart and Hanna Rubenstein.  (2007) A Speaker’s Guidebook: Text and Reference.  Third Edition.  Bedford/St. Martin’s, Boston, MA.

One standard VHS Videotape

· It is strongly suggested that students use 3-ring binders to keep track of course handouts (like this one!).

Class Policies: Last Date to Change to Audit Status or to Withdraw with a W Grade: As stated in the Casper College catalog and/or course schedule.

Student Rights and Responsibilities:  Please refer to the Casper College Student Conduct and Judicial Code for information concerning your rights and responsibilities as a Casper College student.

Chain of Command:  If you have any problems with this class, you should first contact the instructor in order to solve the problem.  If you are not satisfied with the solution offered by the instructor, you should then take your problem through the appropriate chain of command starting with the department head, then the division chair, and lastly the Vice President for Academic Affairs.

Academic Dishonesty - Cheating and Plagiarism: Casper College demand intellectual honesty.  Proven plagiarism or any form of dishonesty associated with the academic process can result in the offender failing the course in which the offense was committed or expulsion from school.  See the Casper College Student Code of Conduct.

ADA Accommodations Policy:  It is the policy of Casper College to provide appropriate accommodations to any student with a documented disability.  If you have a need for accommodation in this course, please make an appointment to see me at your earliest convenience.

Assignments are subject to revision and/or deletion based upon the instructor’s assessment of needs and progress of the class working from this syllabus.

Specific Policies and Procedures:

I. Specific Assignments – 650 points (65% of final grade)

A. Communication on the Job Speech – 50 points (3-5 minutes). For this speech, you will choose to present information on the communication skills necessary for success in your chosen field.  This speech requires that you interview a person who has expertise in your topic area, and that you report your findings to us.  A more detailed assignment sheet will be distributed.

B. Tribute Speech – 100 points (4-6 minutes).  This assignment asks you to tell us about a person in your life that you could/would consider your “hero.”  This speech requires you to share with your audience the qualities or characteristics that make the person you choose your hero.  Additional details will be given later in the assignment handout.

C. Informative Speech – 100 points (5-8 minutes).  In this speech, you will report or explain some interesting information to your audience.  This explanation should focus on what something means or is, how it occurs, or why it occurs.  In addition to your observations and knowledge, you will be required to use at least three sources other than yourself.  This presentation should illustrate your ability to communicate your observations, your understanding of relationships, and/or your analysis of the topic.  More details can be found on the assignment handout.

D. Persuasive Speech – 200 points (6-8 minutes).  Obviously, in a persuasive speech your goal is to persuade your audience to believe something or to take action.  In this speech, you will demonstrate you ability to marshal reasons, evidence, and explanation in a persuasive style in order to achieve that goal.  This speech requires the use of at least five sources other than yourself.  See the Persuasive Speech Assignment handout for more specific information.

E. Group Presentation – 200 points.  This assignment requires that you collaborate with 3 or more classmates to present a symposium on your service learning experience.  Groups will be assigned during midterm week.  Individual speeches within the group presentation will be approximately 6-8 minutes in length, with each speaker citing a minimum of five sources.  See the General Policies handout and the Group Presentation Assignment handout for more details.

II. How the Speeches Work – Frequently Asked Questions

A. I’ve never given speeches before.  How will I know what to do for my speeches?

Obviously, a great way to get this information is to pay attention in class, AND to refer to your text and to the handouts distributed for each assignment.  Those assignment handouts will be distributed and explained in class.  Successful speakers will follow written instructions as well as the directions and tips offered to you in class.  The specific evaluation criteria for each speech assignment will be distributed with the assignment handout.

B. When will I give my speeches?

1. Please note the due dates for speeches on the course calendar.  Specific class sessions have been selected for the presentations.  Speeches must be given on the days scheduled; there will be NO time for makeup speeches.

2. During the second week of the semester, you’ll be given a schedule of the speaking days for each speech assignment.  You will rank order all days for each speech assignment and turn the schedule back to me.  Then, I’ll create the speech schedule, trying to honor your requests as much as possible.  You will be provided with a personal copy of the schedule.

3. If a problem arises after the speech schedule has been created, it is the student’s responsibility to trade speaking days with someone else.  Those involved in the trade must inform the instructor prior to the speaking day in question.

4. The exception to this policy is the Group Presentation, which will be at the end of the semester.  The Group Presentation schedule will be posted after the groups are assigned.  Each group will be assigned a specific class session.  That presentation will be during the final week of the semester.  No exchanges and no “makeups” are allowed.

5. If, for any reason, you are unable to give a speech on the day it is due, AND you are not able to trade with someone else ahead of time, there is a LAST RESORT OPTION.

6. The Last Resort Option:  if you do NOT present your speech on the assigned day, you MUST give it during the NEXT scheduled class for the presentation of speeches, IF there is time.  Please keep in mind the following details:

a. If there is time at the next scheduled speaking day, the person making up the speech will speak last.

b. If there is NOT time, then you will forfeit the points available for that presentation, outline, and video review (OUCH!).  Obviously that could be very expensive, point-wise.

c. Students will NOT be permitted to “makeup” the Group Presentatation.

d. All speech requirements (prep assignments, outlines, videotapes, video reviews, etc.) will still be required of students making up a missed speaking assignment.

e. Students may make up only one speech.  Should you miss two speeches, you will forfeit all points related to the presentation of that speech (the speech, outline, the video review) – ouch!

f. This is an absolute last resort option.  Out there in the “real world”  it is unlikely there would ever be a second chance to give a presentation.

C. Do I need to have an outline?  YES!

1. Outlines are worth a total of 80 points.  There are a total of 4 outlines worth 20 points each.  You will need an outline for each of the following speeches:

a. Tribute speech

b. Informative speech

c. Persuasive speech

d. Group presentation (the outline is for your individual speech)

2. In other words, the only speech for which you do not need an outline is the Communication on the Job assignment.  The reason you will not need to prepare an outline for this assignment is because I’ve outlined it for you.  (refer to appropriate assignment handouts)  All you will need to do is fill in the specifics.

3. Outlines should follow the format described in Chapter 13 and as found in the outline template that will be distributed in class.

4. Outlines are due at the beginning of the class period on the day that you are to give your speech.  Paperclip your outline to your speech prep assignment  and give it to your instructor just prior to giving your presentation.

5. No outlines are ever accepted late!  Ever!  And no outlines will be graded for speeches that are not presented in class.

D. Do I have to videotape my speech?  YES.

1. Each student is required to provide a standard VHS videotape each time s/he presents a speech in class.

2. A short video review form will be attached to your speech critiques.  Students should complete the form and return it to me by the dates indicated on the course calendar.

3. Each video review is worth 10 points (40 points total).  Video reviews for the Communication on the Job, Tribute, Informative, and Persuasive speeches will be competed.

E. What if I get sick the day of my speech?

1. As noted earlier, if you are unable to give a speech on the day it is due, AND you are unable to trade with another student ahead of time, you may be able to make up the speech during the next scheduled speaking day.

2. The group presentation speeches may NOT be made up.  This assignment is your final and there will be no time left in which to make up speeches.

3. Make up speeches will be assessed a penalty of 10%.

4. You are encouraged to avoid having to make up an assignment.  You may only make up one speech.  If you have more than one emergency that prevents you from speaking on assigned dates, then you forfeit the opportunity to present those speeches.  This could be very costly point-wise, when you consider that points for the speech, for the outline, for your video review and for attendance will be lost.  (Yowza!)  If you find yourself in such a circumstance, it may be best for you to withdraw form the class until you have the time and energy to achieve success in the course.

III. Other Assignments and Policies:

A. Attendance – 100 points 

1. One of our objectives in this course is to become more effective in our human communication skills.  It is vital that you are present in order to work on the skills of speaking AND listening.  “Attendance” also means more than mere physical presence in class.  You are encouraged to be an active participant in class and to be intellectually engaged with the concepts and ideas presented.  This means you should be prepared when you arrive, it means you should participate in all class activities, it means you should ask questions and offer appropriate responses, suggestions and comments to your instructor and to your fellow students.  Lack of participation may result in a loss of up to 15 attendance points from the possible 100.

2. Everyone will begin with 100 attendance points.  You may miss TWO class sessions (the equivalent of a week of classes during the regular semester classes) without penalty.  Beyond this, you will lose 15 points for each class session missed.  For example, if you are on a T/TH schedule, and you have a total of 4 absences throughout the semester, you will have a total of 70 attendance points at the semester’s end.

3. Perfect attendance should be your goal.  It is impossible to recreate the unique content of each session.  You do not wish to shortchange yourself or your fellow students by not attending.

B. Presentation Preparation Assignments – 80 points

1. Presentation preparation assignments will be required for the Tribute speech, the Informative speech, the Persuasive speech, and the Group Presentation.  Each prep assignment is worth a possible 20 points.  Assignment focus is on using audience analysis and application of presentation principles to best meet your speaking goals.

2. The assignments are due to be submitted in class on the date indicated on the course calendar.  No late assignments may be submitted for points.

3. These prep assignments are designed to aid you in the development of specific speeches.  Following your instructor’s review and critique of each prep assignment you submit, it will be returned to you.  You will be expected to use your prep assignment (modified if needed, as per instructor suggestions) as you prepare your final outline for your speech.  You will attach the outline to the prep assignment and resubmit it with the outline when you give your speech.

C. Video Review – 40 points

1. Each speaker will watch the video of his/her speech, for the purpose of identifying strengths as well as areas on which to focus for improvement.  Each speaker’s self analysis will be reported on a video review form submitted to the instructor.  Video reviews will be completed for the following assignments:

a. Communication on the Job Speech

b. Tribute Speech

c. Informative Speech

d. Persuasive Speech

2. Video review forms are due in class on the date indicated on the course calendar.

D. Listening Quiz – 20 points.  All students will take a brief assessment of analytical listening skills near the end of the semester.

E. Peer Evaluations – 40 points.  All students will complete evaluations of other students’ speeches.  Giving critical attention to other speeches can be a useful experience for students, helping them realize/reinforce positive and negative aspects of public speaking which are to be emulated or avoided.

	DUE DATE
	ASSIGNMENT
	PTS. POSSIBLE
	PTS. RECEIVED

	
	Comm on the Job Speech
	50
	

	
	Comm on the Job Video Review
	10
	

	
	Tribute Speech Prep Assignment
	20
	

	
	Tribute Speech
	100
	

	
	Tribute Speech Outline
	20
	

	
	Tribute Speech Video Review
	10
	

	
	Tribute Speech Peer Evaluation
	10
	

	
	Informative Speech Prep Assignment
	20
	

	
	Informative Speech
	100
	

	
	Informative Speech Outline
	20
	

	
	Informative Speech Video Review
	10
	

	
	Informative Speech Peer Evaluation
	10
	

	
	Persuasive Speech Prep Assignment
	20
	

	
	Persuasive Speech
	200
	

	
	Persuasive Speech Outline
	20
	

	
	Persuasive Speech Video Review
	10
	

	
	Persuasive Speech Peer Evaluation
	10
	

	
	Group Presentation Prep Assignment
	20
	

	
	Group Presentation
	200
	

	
	Group Presentation Outline
	20
	

	
	Listening Quiz
	20
	

	
	Number of Absences_____=Attendance
	100
	

	
	TOTAL POINTS
	1000
	


	Grading Scale

	900-1000 = A

	899-800 = B

	799-700 = C

	699-600 = D

	599 and below = F


Assignments are subject to revision and/or deletion based upon the instructor’s assessment of needs and progress of the class working from this syllabus.

	CO/M 1010:04                     SPRING 2007                           MW, 11:00 - 12:15

	DAY/DATE
	Lecture Topic
	READING ASSIGNMENT

	W
	1/17
	Orientation/Icebreaker
	 

	M
	1/22
	Review of Syllabus/Quiz/Assign Introduction Speech
	 

	W
	1/24
	Deliver Introduction Speeches/Assign Communication on the Job Speech
	5,3

	M
	1/29
	Speech Anxiety/Listening
	2,7,6

	W
	1/31
	The Speech Process/Topic Selection/Audience Analysis
	 

	M
	2/5
	Deliver Communication on the Job Speech
	 

	W
	2/7
	Deliver Communication on the Job Speech
	 

	M
	2/12
	SPEECH PREPARATION DAY
	14,15,11

	W
	2/14
	Introductions, Conclusions, & Transitions/Assign Tribute Speech
	 

	M
	2/19
	PRESIDENT'S DAY (NO CLASS)
	11,12,13

	W
	2/21
	Outlining
	 

	M
	2/26
	Workshop #1
	8,9,10,20,21,22

	W
	2/28
	Research & Evidence/Visual Aids
	 

	 
	 
	Midterm Week
	 

	M
	3/5
	Deliver Tribute Speeches
	 

	W
	3/7
	Deliver Tribute Speeches/Assign Group Symposiums
	 

	M
	3/12
	SPRING BREAK (NO CLASSES)
	 

	W
	3/14
	
	23,24,25,26

	M
	3/19
	Informative Speaking/Persuasive Speaking/Assign Informative Speech
	28

	W
	3/21
	Communication in Groups
	 

	M
	3/26
	Workshop #2
	17,18,19,16

	W
	3/28
	Language & Delivery/Assign Persuasive Speech
	 

	M
	4/2
	Deliver Informative Speech
	 

	W
	4/4
	Deliver Informative Speech
	 

	M
	4/9
	Group Workday
	 

	W
	4/11
	Group Workday
	 

	M
	4/16
	Group Workday
	 

	W
	4/18
	Workshop #3
	 

	M
	4/23
	Group Workday
	 

	W
	4/25
	Deliver Persuasive Speech
	 

	M
	4/30
	Deliver Persuasive Speech
	 

	W
	5/2
	Group Workday
	 

	M
	5/7
	Final In-Class Group Workday
	 

	W
	5/9
	Deliver Group Symposiums
	 

	*PLEASE NOTE:  This schedule is tentative and subject to change.  The instructor will, whenever possible, announce changes to the calendar in class and/or via email.

	


