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Organizational Communication
Fall 2011

	Times
	Days
	Location

	11 – 11:50
	MWF
	GAB 317, LANG 211



Professor:
Dr. Brian Richardson





     Office Hours:
Office:

GAB 309C






M & W      10-11 a.m.
Phone:

565-4748 (office)


 


Tu      
      11-noon
Email:

richardson@unt.edu



   

        & by appt.       
Teaching assistants: Hannah Novak, Jenna Barclay 

Office: GAB 322
Phone: 940-565-2588     Email: hannahnovak@my.unt.edu; jennabarclay28@yahoo.com 
Disability Accommodation:

The instructor will cooperate with the university's Office of Disability Accommodation to provide reasonable accommodation to students who need it.  Students who wish to self‑identify and request assistance under this policy should register with the Office (located in the University Union) by the second class day.

Course Rationale:

The purpose of this course is to introduce students to the scholarly (and practical) domain of Organizational Communication. At the conclusion of this course, students should have a basic understanding of the dimensions of organizational phenomena that are of interest to organizational communication scholars and have a foundational knowledge of the theoretical and empirical approaches taken toward those phenomena. Specifically, the goals for this course are that students will (1) develop a strong basic vocabulary and understanding of concepts relating to organizational communication phenomena, (2) become familiar with the historical, current and future issues and problems facing organizations and the communication-relevant aspects of these issues, and (3) gain practice applying specific real-life organizational situations, specifically a professional press conference.

TEXTBOOK AND READINGS:

Miller, K. (2009). Organizational Communication: Approaches and Processes (5th Ed.) New York: Thomson Wadsworth.

Additional readings will be distributed in class. These are not “optional readings.” They are relevant to the lecture material, the course assignments, and to the exams. You are responsible for ensuring that you get copies of all class handouts.

ASSIGNMENTS

Due dates for all assignments are listed on course schedule.  

I. Required Midterm Exam: All students are required to take a midterm exam that will have an objective format (e.g. multiple choice, true/false, matching). The exam will cover material from the first and second units of the course including lectures, reading, video, and guest speakers. (120 pts)
II. Required Final Exam: All students are required to take a final exam that will have an objective format (e.g. multiple choice, true/false, matching). The exam will be held during finals week and will cover material from the third and fourth units of the course including lectures, reading, video, and guest speakers. (120 pts)  
Note: There are no makeup exams for the midterm or final. If you miss an exam, you lose the points associated with it. The only exceptions are due to documented sickness, death in the family, or some other catastrophe. I am very unlikely to allow you to take an exam after the scheduled time if you do not contact me prior to the exam. 

III. Research paper: For information about this assignment, please see the Assignment Instructions packet. (100 pts.)

IV. Press Conference Assignment. For this assignment, you will be assigned to groups of two. You will assume a role as organizational spokespersons and deliver a press conference representing your company’s position in a crisis situation. You will be allowed to develop your own case and the audience will be allowed to ask you questions.  Using your prepared material and your training from the Press Conference unit, you and your partner will successfully conduct a press conference. additional information on this assignment, please see the Assignments Instructions handout (100 points).  
V. Homework/pop quiz Assignments: On 12 occasions this semester, you will have an opportunity to earn 5 points (60 points total) for successfully completing an assignment that will be introduced in class.  Such an assignment could be a pop quiz, an in-class assignment, or a homework assignment.  Dates for these assignments are random and may even occur during the final week of the semester.  These assignments will cover readings from the current day up to two class periods before, and may include information covered in the lecture.  If you have thoroughly read and thoughtfully considered the readings you should excel. You must be present in order to turn in any participation homework assignments; in other words, you cannot email me the completed assignment nor have a peer turn it in for you.  There will be NO make up opportunities for these assignments and any pop quizzes MUST be completed during the first 5 minutes of class. Note: I will give one additional participation assignment and let you drop your lowest score.  
Total points breakdown

Midterm exam




120 pts.

Final exam




120 pts.

Press Conference 

  

100 pts. 

Research paper




100 pts.

10 homework/pop quiz assignments  
  
  60 pts. (12 x 5 pts. each)






Total   500 pts. 

Grade determination

The points in this class are based on the assignments discussed above. Your final grade is based entirely on the sum of those points assigned in the class, and I will adhere rigidly to those points.  The points correspond to the following university guidelines: an A is reserved for excellent work; a B is for above average performance; a C is awarded for average work; a D simply means passing, and an F indicates below average, nonpassing work.  Points-wise the grades will be categorized as follows: 450-500 = A; 400 – 449 = B; 350 – 399 = C; 300 – 349 = D; 0 – 299 = F

Course policies, e.g. mutual respect expectations
Attendance is taken at the beginning of class. A student is expected to arrive on time and be present for the entire class period.  To allow for illness or other unforeseen situations, students in the course are allotted 3 absences. Excused and unexcused absences count the same.  Each absence beyond the limit will result in your final course grade being lowered by 10 points per absence (e.g. from 435 to 425 for one excessive absence).  Excessive absences caused by serious health problems will be evaluated on a case-by-case basis.   You will be counted absent if you do not sign the “sign-in” sheet or if you are seen texting in class. If you are too late, and miss the “sign-in” sheet, you will be counted as absent. Students who miss the first day of class may be dropped from the class.
Please note: If you arrive on campus at 10:45 a.m. and expect to find a parking place near the building, you’re going to be disappointed. So, make the proper adjustments because habitual tardiness will cost you.  

** Courtesy of all speakers is required, so turn off your cell phones and laptops before class starts. If you want to check your text messages, do so on your time, not the class’s time.  If your electronic communication device should make an appearance during a quiz, I will confiscate your quiz and you will receive a grade of zero.  If you are addicted to checking your text messages, now is the time to start breaking that addiction.  I plan to start the class at about 11:00 a.m. each day so be on time.  

Laptops and cell phones: Neither laptops or cell phones are permitted during class time. Your professor actually owns a cell phone, and routinely uses it for texting. Watch him - he will prove to you that it is possible to put away your phone and not even look at during class!

Late work. Except under the most extreme circumstances (and documentation of those circumstances is required), no late work will be accepted. If you encounter an emergency situation of some kind, it is best to communicate with me about it earlier rather than later. It is not fair to others who met the deadlines if I accept yours late. Also, no longer are printer troubles and computer problems reasonable excuses for late papers. I suggest knowing the equipment well enough and allowing ample time in case of problems.  Before attempting the term paper, please see the course packet for instructions and grading criteria. All written assignments will be turned in to turnitin.com at the scheduled deadline or they will be considered late. Lateness on the term paper will be graded for half credit.  This is a severe penalty, but it is better than zero points (plus, you get the feedback on the paper). It is not fair to others who met the deadlines if I accept your’s late. I will not accept any papers more than one week late. 
Academic Dishonesty. All persons shall adhere to the Code of Student Conduct regarding academic honesty, including acts of cheating and plagiarism.  Of particular concern in a course with written and oral assignments is the issue of plagiarism. Plagiarism is defined by Webster’s (1989) as “the appropriation or imitation of the language, ideas, and thoughts of anther author, and representation of them as one’s original work” (p. 1100).  In other words, plagiarism is stealing. You must cite your sources accurately and consistently in both your oral and written assignments. Penalties for plagiarism will vary according to severity and will range from a failing grade to prosecution through the University System.

Writing quality assumptions. Every paper you turn in must be of quality, both in content and style. I will not accept papers with grammatical and typographical errors. I expect you to use a computer and to take advantage of the programs that guard against such errors; however, there is no substitute for good proofreading. All papers must conform to the “Writing Guide for Students Papers” in the “undergraduate program” section of the department website, at http://www.comm.unt.edu/writing_guide_for_student_papers.htm
Crisis Contingency. In the event of the university closing for weather-related reasons or illness outbreak, e.g. flu, please visit the course website on Blackboard. I will provide instructions on how to turn in assignments and how the class will proceed utilizing Blackboard’s Announcements function.

Student Behavior in the Classroom: Student behavior that interferes with an instructor’s ability to conduct a class or other students' opportunity to learn is unacceptable and disruptive and will not be tolerated in any instructional forum at UNT. Students engaging in unacceptable behavior will be directed to leave the classroom and the instructor may refer the student to the Center for Student Rights and Responsibilities to consider whether the student's conduct violated the Code of Student Conduct.  The university's expectations for student conduct apply to all instructional forums, including university and electronic classroom, labs, discussion groups, field trips, etc.  The Code of Student Conduct can be found at www.unt.edu/csrr. Students who consistently talk amongst themselves during lectures, discussions, video clips, other students’ questions, etc., are subject to the loss of one letter grade at the instructor’s discretion.
Copier Use Policy

Students conducting research in the Communication Studies Library associated with departmental coursework have access to a printer/photocopier located in the office adjacent to the library.  We encourage students to make use of this resource to print research accessed online in the library or to copy essays from any of the department’s holdings.  Students may not use this resource for other purposes, such as printing courses assignments, class notes, scripts, etc.  Students who use the copier for uses other than those outlined above will lose copying privileges.

Completing the Course/Incompletes. Students are expected to complete all assignments for this course during the semester.  Assigning a grade of “incomplete” is rare, and in order to request an “I,” the student must meet these requirements:  a) The student must have completed at least 75% of the course assignments; b) The student must be passing the course; c) There must be an unforeseen and compelling reason why the course cannot be completed on time (usually a medical or military reason); and d) The student must present a plan for completing the assignments within the time period specified in the catalog.
Final note: This syllabus is not a contract.  It is a guide and may be changed by the professor at any time without prior notice.

Tentative Course Schedule
	Date
	Topic
	Assignment due dates

	8/26
	Syllabus and Assignments Review
	

	
	Unit I – History and Foundations
	

	8/29   (Rd. 1-15)
8/31 (16-33 + 9/11 reading)
9/2-REC   
	What is Organizational Communication?
Classical Theories of Org. Comm.

Classical Theories (cont.)
	

	9/5
9/7-REC
9/9 (35-42 + job sat reading)
	No class – Labor Day
“build something useful for a desk”

Human Relations theories
	

	9/12 (43-54 - mailchimp)   
9/14 (57-67)
9/16 (67-71)
	Human Resources theories
Unit II – New Macro Perspectives
Systems theory terms & cybernetics

Weick’s theory of organizing
	

	9/19 (71-76 +network reading)
9/21 (79-88)
9/23-Rec (88-96+Wal-Mart case)
	Network theories
Cultural perspectives

Mapping UNT’s culture
	

	9/26 (99-110)
9/28-REC (110-118)
9/30
	Critical approaches
Performing critical theory

Video – “Minimum Wage Workers”
	

	10/3 (120-131)
10/5 (131-136)
10/7-REC
	Unit III – Micro processes

Socialization processes
Guest speaker: Rachel Smith, Career Ctr.

Mock interviews
	

	10/10

10/12   


10/14
	Midterm Exam
Film Depiction of Org Comm: Waiting for Superman
Film continued 
	10/10 - Midterm Exam covering Units 1 & 2, Ch. 7

	10/17 (139-156 + styles survey)
10/19 (159-169)
10/21-REC (169-176)
	Decision-making processes
Conflict processes

Bargaining/negotiation exercise
	

	10/24 (assigned reading)
10/26   
10/28
	Crisis Communication processes
Crisis Comm (cont.)/team assignment
Description of Press Conference assignment
	Email Dr. R. your case proposals, prepared statements, and 12 questions no later than 5 p.m. Monday

	10/31 
11/2
11/4
	Press conference preparation
Press Conference preparation

Press Conference preparation
	Group 1 bring press conference questions to class

	11/7-REC
11/9-REC
11/11-REC
	Conduct Press Conferences – Round 1
Conduct Press Conferences – Round 2

Conduct Press Conferences – Round 3
	

	11/14 (complete stress scale)
11/16 (197-204)
11/18
	Debrief from PCs
Unit IV – Emerging Issues

Emotions in the workplace
No class – NCA Conference
	

	11/21-REC(204-214 + assign reading)   

11/23  
11/25 (No Class – Thanksgiving)
	Emotional labor (cont.)
Finish up Emotional Labor and Discuss term paper assignment
	Bring ½ page proposal for movie & concepts/theories you plan to write about.


	11/28  (217-228)
11/30 (228-234)
12/2 (assigned reading)
	Diversity processes
Diversity processes/sexual harassment

Sexual harassment
	11/28 – SETE administration begins



	12/5 
12/7 (assigned reading)
12/9-REC
	Debrief from final papers
Whistle-blowing processes

Final exam review
	12/5 – Final papers due on turnitin.com

	12/12
	Final Exam: 10:30 – 12:30
	Final Exam covering Units 3 & 4

12/16 – SETE administration ends




COMM 3920

Organizational Communication 

Assignment Instructions
I. Instructions for Press Conference assignment

II. Instructions for Term (Movie Analysis) Paper 

III. Grading criteria for Term Paper Assignments 

IV. Guide for APA style papers 

Press Conference Assignment

Getting ready:

· You and your partner write up a case proposal (1/2 to one page).

· You decide on the roles you will play (i.e., titles, positions) for this assignment.  Whomever you decide to be, I suggest you keep your real name.  It’ll make the assignment less cumbersome.

· Next, each of you will draft a prepared statement.  They should each run between 60 and 90 seconds in length (no more).  You will be reading your prepared statements (yes, verbatim if you wish), so these should be very easy to time.  Though you will be reading, you should be familiar enough with your text that you can look out at the audience frequently without losing your place.  Your two prepared statements should not repeat information or otherwise seem to duplicate one another.  Try to draft and deliver the kind of prepared statement that you imagine a person in your role actually would.

· Having written your prepared statements, draft a list of at least 12 questions that you would expect an audience of reporters to ask you.  Try to think of every possible question:  the good, the bad, and the ugly—not just the questions you hope you’ll get asked.  Don’t shy away from controversial or personal questions.  Depending on your topic, these may well get asked. If you anticipate all the difficult questions, you should be ready for just about anything.

· Give me your list of 12 questions no later than one week before you’re scheduled to present. I may strike some, change some, or add some.  At that time, we will pick four of those questions.  You can expect to (and will be) asked these four questions during your press conference.  In addition, your dear classmates will also have the opportunity to ask you their own questions after we get through these first four.  With the time remaining after you’ve answered the first four questions, you must begin to call on your classmates.  Obviously, these questions will be “blind,” but if they’re realistically imagined (and you know your material well), you’ll be surprised at how well you can dispatch these.  These questions are included in this assignment for the experience, because in any real press conference all the questions are essentially blind ones. 

· When preparing answers for the questions from your list, don’t write them out verbatim.  Make notes if you wish, but do not read any answers that you give the audience. Your answers should be extemporaneous and—you guessed it—conversational.  Reading your prepared statements is fine.  Reading your answers isn’t.  Delivery isn’t my main concern here—your ability to think on your feet and handle the impromptu-like environment of a press conference with grace and panache is.

· You do not have to prepare or hand out a press release for this assignment (even though you would in the real world).  In an actual situation, you would mail/email/distribute out a press release ahead of time and provide copies of your prepared statements at the press conference.

How the gig will work:

· You deliver your prepared statements, 60-90 secs. each.  Each speaker should begin their statement with a greeting or gratitude statement of some sort (e.g., “Good morning,” and/or “Thank you for coming today”).

· The first speaker should transition to the second speaker, and the second speaker should transition into the Q&A.

· You field the four official questions.  The four I told you to expect will be dispersed among the audience on green notecards.  You may call on these green cards in any order you wish.  When answering, you should divide up the green questions equally (two each).  Try to do the same with the blind ones.  Also, there’s nothing wrong with both of you answering a given question (the second answerer might say something like, “Let me just add to that if I may”).

· The whole thing will last about 9 minutes from start to finish.  I will announce “last question” at about the 8-minute mark.  You will probably have answered all four of the official questions and at least four of the blind questions.  If you don’t get through all of the official questions, don’t worry.  However, keep in mind that you will want your answers to be as on-topic as possible while still answering the question.

· After you answer the last question, one of you should give some brief but appropriate concluding sentences (e.g., that you will call another press conference as developments warrant or at X time).  These should end with a gratitude statement like, “Thank you, ladies and gentlemen.”

Some guidelines for enhancing your Q&A session:

· Do some research on your organization on the website in order to generate a list of positives that can be “dropped in” to your answers.

· Consider the most negative questions possible ahead of time and consider how you would answer each of those so that you will be prepared for any- and everything.

Term paper: Movie Analysis paper

Directions

You will view a film that dramatizes conflict and communication issues. You will prepare an analysis (7-8 page report) that labels the dynamics depicted in the presentation using terminology and concepts from the course.

Select a film or program from the list or from your own knowledge of film/programs. If you choose one from the list you do not need to get approval from me. However, if you would like to write about another film that depicts group issues, it has to be a film that the instructor has seen.  

View the film taking notes on the organizational communication concepts, theories, and issues that you recognize from the course. You may want to view the film more than once to make sure that you are labeling ideas correctly. Then, construct a paper that conveys to the reader an understanding of what was represented in the film concerning organizational communication dynamics. You should not spend a lot of time describing plots and characters, but rather get to the issues that are representative of the course concepts.

It is probably best to focus on three or four major topics that are best illustrated in the film. For example, you might choose to focus on conflict styles, socialization, and leadership. Or, you could focus in-depth on one topic, e.g. organizational culture. Discuss how the film illustrates what you have learned about these issues. You should be citing the relevant authors and using the relevant terms and theories as you discuss the film. Imagine that you were trying to use this film to teach students about the course concepts. Use the paper to explain how the film illustrates the theories/course ideas in action.
The more insightful your observations, the more you will be rewarded with points. That is, surface observations (e.g., "every group member went along with the leader") will not be rewarded as much as will more in depth and subtle observations (e.g., "the group demonstrated at least four characteristics of groupthink, including … "). In addition to labeling things correctly, you should further describe what is known (e.g., we know that the halo effect can lead to an individual or group making subjective rather than objective judgments …). 

The paper should be 7-8 content pages in length (12 pt. font, 1 inch margins) and be spell-checked, proof- read, and grammatically correct. A cover sheet should be included and a reference page should be attached; your paper MUST include at least six academic references (journal articles from library or book chapters). Website references, e.g. wikipedia.com, and popular books/magazines, e.g. Women are from Venus, Men are from Mars, do not count toward your six academic sources.  

The paper

You will write a 7-8 page paper that analyzes elements of the movie with organizational communication concepts. This will be an essay-style report that should be well written and thoroughly proofread. Include at least five academic, or scholarly, references in your paper. These references should come from academic journals, textbooks, and books (not the Webster’s Dictionary). Non-academic websites about organizational/business communication, e.g. fortune.com, wsj.com, etc., do not count as one of your five academic references. The paper should: include a cover sheet, be double-spaced, one-inch margins on all sides, 12-point font, and written in APA style. NO LATE COPIES WILL BE ACCEPTED. 

GRADING CRITERIA FOR WRITTEN ACTIVITIES

Is the paper well organized and well written?

________Topic clear right at the beginning.
________Main points to be made in paper are previewed in the first paragraph.
________Topic headings used to mark major issues/concerns.
________Transitional sentences make clear linkages between paragraphs and 

    sections.

________All main points in preview are addressed
________It is easy to follow the organization pattern (logical, sequential)
________Sentences are well crafted, grammatically correct, clear and concise. 

    Word choice should enhance not inhibit the accessibility of your ideas 

    (i.e., write what you mean as directly as you possibly can).

________Writing is in author's own words (e.g., avoiding excessive quotation). 

Does the content demonstrate the author’s mastery of the subject matter?


________Terminology and jargon are used correctly and defined clearly and 

    concisely. 

________Use of course concepts I theories reflects a clear understanding of their 

    content. 

________Comparisons between course concepts and real-life examples are 

    reasonable, useful and insightful.

________Conclusions of the author are clear and concisely presented. 

Does the content demonstrate insight on the part of the student author?


________It is clear that the student has achieved new insight into the subject. 

________The student is able to teach the subject matter through his/her writing ________The student shows a depth of reflection on the topic in his/her writing.

Generally speaking: 

D papers – are challenging to read because they contain so many grammatical and sentence structure errors. The main topics, and how those topics are being addressed, are not clear.

C papers – meet all of the requirements, adequately and accurately explore the topic and are clearly written, well organized, and at least minimally interesting to read.

B papers – exceed basic requirements in several areas, and are very well written. Draws from more challenging literature/material, insightful and creative in presentation and/or analysis, teaches the course material to the reader in its application and use of terminology and theory.

A papers – are exceptionally well written, exceeding requirements in many areas. Translates complex ideas with uncommon clarity, and provokes the reader to think about the topic in new ways. Draws from very challenging literature/material; provides appropriate references to authors and theorist names; teaches the course material to the reader in such a way as to enhance understanding of it.

APA GUIDELINES

I. Headings

Probably three levels of headings will suffice for most college and high-school papers. (Notice the double-spacing within the headings.)

The First Level, Centered with

Uppercase and Lowercase Typing

Second Level, Flush-Left, Underlined Headings


Third level, indented, underlined, lowercase paragraph heading with a period.

II. Spacing and Punctuation

Space after punctuation as follows:


The APA now calls for one space to appear after all punctuation marks.

Exceptions:


No space after internal periods in abbreviations (a.m., i.e., U.S.).

Hyphens, dashes and minus sign:


Hyphen: no space before or after (trial-by trial analysis).


Dash: type as two hyphens with no space before, between or after (Studies—published and unpublished—are…).


Minus: type as a hyphen with space on both sides (x – 3).

III. Reference List


Your reference list should appear at the end of your essay. It provides the information necessary for a reader to locate and retrieve any source you cite in the essay. Each source you cite in the essay must appear in your reference list; likewise, each entry in the reference list must be cited in your text.

IV. Handling Quoted Material

A. Short Quotations—To indicate short quotations (fewer than 40 words) in your text, enclose the quotation within double quotation marks. Provide the author, year, and specific page citation in the text, and include a complete reference in the reference list. Punctuation marks such as periods, commas, and semicolons should appear after the parenthetical citation. Question marks and exclamation points should appear within the quotation marks if they are a part of the quotation but after the parenthetical citation if they are a part of your text.

Examples:


She stated, “The placebo effect disappeared when behaviors were studied in this manner” (Miele, 1993, p. 276), but she did not clarify which behaviors were studied.


According to Miele (1993), “the placebo effect disappeared when behaviors were studied in this manner” (p. 276).


Miele (1993) found that “the placebo effect disappeared” in this case (p. 276), but what will the next step in researching this issue be?

B. Long Quotations—Place quotations longer than 40 words in a free-standing block of typewritten lines, and omit quotation marks. Start the quotation on a new line, indented five spaces from the left margin. Type the entire quotation on the new margin, and indent the first line of any subsequent paragraph within the quotation five spaces from the new margin. Maintain double-spacing throughout. The parenthetical citation should come after closing punctuation mark (see example on the next page).

Example:

Miele’s 1993 study found the following:

The placebo effect disappeared when behaviors were studied in this manner. Furthermore, the behaviors were never exhibited again, even when real drugs were administered. Earlier studies conducted by the same group of researchers at the hospital were clearly premature in attributing the results to a placebo effect. (p.276)

V. Handling Citations In The Text


When using APA format, follow the author-date method of citation. This means that the author’s last name and the year of publication for the source should appear in the text, and a complete reference should appear in the reference list.

Examples:


Smith (1970) compared reaction times…


In a recent study of reaction times (Smith, 1970),…


In 1970, Smith compared reaction times…


**When using quotations within the text, you must include the page number(s).

Helpful websites:

http://www.psywww.com/resource/apacrib.htm
http://owl.english.purdue.edu
Style for Research Citations

Since you are required you to use source cites in your papers, I thought I would provide you with some examples of the most commonly cited types of work.  All should be double spaced!

Book

Keppel, G. (1991).  Design and analysis: A researcher's handbook (3rd ed.).  Englewood Cliffs, NJ: Prentice Hall.

Chapter in Book
Hurwitz, J. I., Zander, A. F., & Hymovitch, B. (1968).  Some effects of power on the relations among group members.  In D. Cartwright & A. Zander (Eds.), Group Dynamics: Research and theory (pp. 291-297).  New York: Harper & Row.


Journal Article
Huber, G. P. (1984).  Issues in the design of group decision support systems.  MIS Quarterly, 8, 195-204.

Magazine Article
Rothfeder, J. (1997, February).  No privacy on the net.  PC World, pp. 223-229.

WWW Document
Shade, L. R. (1993).  Gender issues in computer networking. <http://www.mit.edu:8001/people/sorokin/women/lrs.html> (1996, May 28) <<THAT LAST PART IS THE ACCESS DATE
In Text of Paper (examples)

Normal: (Keppel, 1991). <<YOU MUST GIVE AUTHOR’S LAST NAME AND THE YEAR With A Quotation: (Huber, 1984, p. 195). <<INCLUDE PAGE NUMBERS ON ALL QUOTES

10 Other Writing Errors to Avoid To Improve Your Writing

1. A is a word and lot is a word, but you should avoid using a lot, which is not even a word, and a lot, which may be two words, but is trite.  Try a great deal or some other word phrase.

2. Sexist language will not be tolerated in any form.  Use phrases that allow you to avoid he and she.  In no circumstance should the plural they be used for a singular case of either he or she.

3. Use the word which only in a prepositional phrase or when set off with a comma, which is the correct way to use the word.  Use that in all other cases. 

4. Effect and affect are not the same word.  Effect the noun is the result of some cause (anxiety causes several effects).  Effect the verb indicates the causation of some outcome (The presence of anxiety effects a climate of silence).  Affect the noun is a synonym for emotion (many communication majors display a great deal of affect).  Affect the verb means about the same as influence (lack of confidence affects people differently).

5. Contractions have no place in formal communication.  Please do not use them in your papers.

6. Know the difference between to, two, and too.

7. Do not end sentences with prepositions.  This is a mistake with which I care not to deal.

8. The past tense of lead (as in she leads her people) is led.  Don’t be led astray by typing lead.

9. A good paragraph is indented and should have a minimum of three sentences. However, it should not ramble on for pages.  Each time you begin a new idea, start a new paragraph.  Thus, each section in your papers will likely have several (not one) paragraphs. 

10. Use a colon when listing items such as the following: names, theories, etc.  A semicolon is usually used to separate related sentences; however, it may also be used to separate items in a list when commas would be unclear.

Pre-approved Films for Film Analysis Assignment (film synopses from IMDB.com and Wikipedia.org)

For this assignment, you must choose one of the films from this list, each of which dramatizes organizational communication issues. They can be rented out from video stores or may be available through the University’s Media Library.  

A Few Good Men: In this dramatic courtroom thriller, Lt. Daniel Kaffee, a Navy lawyer who has never seen the inside of the courtroom, defends two stubborn Marines who have been accused of murdering a colleague.
Boiler Room: Seth Davis (Ribisi), a 19-year-old college dropout, joins a brokerage firm that bends the rules at every opportunity. 

Brubaker: Henry Brubaker is the new warden at Wakefield prison. He makes his entrance as a prisoner in order to get a convict's-eye-view of the real state of the institution. He finds all manner of abuse and corruption, which he sets out to correct.
The Company Men: A high-powered sales executive struggles with his own dwindling sense of self-worth after becoming a victim to corporate downsizing. 

Election: A high school teacher organizes with their students the school elections for choosing the next president, while he passes his worst personal time. (Mathew Broderick; Reese Witherspoon)
Enron: The Smartest Guys in the Room: A documentary about the Enron corporation, its faulty and corrupt business practices, and how they led to its fall.

Glengarry Glen Ross: Examines the interactions between a group of real estate salesman and their superiors.  

Michael Clayton: Michael Clayton (George Clooney) handles all of the dirty work for a major New York law firm, arranging top-flight legal services and skirting through loopholes for ethically questionable clients.
Philadelphia: Andrew Beckett, a gay lawyer infected with AIDS, is fired from his conservative law firm in fear that they might contract AIDS from him. After Andrew is fired, in a last attempt for peace, he sues his former law firm with the help of a homophobic lawyer, Joe Miller.  
The Pursuit of Happyness: In 1981, Chris Gardner was a struggling salesman in little needed medical bone density scanners while his wife toiled in double shifts to support the family including their young son. In the face of this difficult life, Chris has the desperate inspiration to try for a stockbroker internship where one in twenty has a chance of a lucrative full time career.
Silkwood: The story of Karen Silkwood, a metallurgy worker at a plutonium processing plant who was purposefully contaminated, psychologically tortured and possibly murdered to prevent her from exposing blatant worker safety violations at the plant.
Some Kind of Monster:  A documentary crew followed Metallica for the better part of 2001-2003, a time of tension and release for the rock band, as they recorded their album St. Anger, fought bitterly, and sought the counsel of their on-call shrink.

Startup.com: Friends since high school, 20-somethings Kaleil Isaza Tuzman and Tom Herman have an idea: a Web site for people to conduct business with municipal governments. This documentary tracks the rise and fall of govWorks.com from May of 1999 to December of 2000, and the trials the business brings to the relationship of these best friends.

Swimming with Sharks: A young Hollywood executive becomes the assistant to a big time movie producer who is the worst boss imaginable: abusive, abrasive and cruel. But soon things turn around when the young executive kidnaps his boss and visits all the cruelties back on him. (Kevin Spacey)

Thank you for Smoking: Satirical comedy follows the machinations of Big Tobacco's chief spokesman, Nick Naylor, who spins on behalf of cigarettes while trying to remain a role model for his twelve-year-old son.

Up in the Air: Jason Reitman's adaptation of the novel Up in the Air tells the story of Ryan Bingham, who makes his living personally handing out pink slips; he's the top hatchet man at a company other companies hire when they are downsizing.
Unstoppable is a 2010 American action thriller film. The film tells the story of a runaway freight train, and the two men who attempt to stop it. 
Tentative Course Schedule
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