Business and Industrial Communication

COM 325 Course Syllabus ~ Fall 2002

Course Website:  http://www.uky.edu/~drlane/orgcomm
“People must organize to survive, and they do so mainly through communication.  The academic discipline focused on the nature and effectiveness of human interaction as it occurs in work environments is called organizational communication.  Organizational communication is a subfield of the broader academic discipline of communication, which addresses similar questions across a wide range of social settings, including families, schools, politics, and the media.” (Eisenberg & Goodall, 2001, p. 5)

GENERAL COURSE INFORMATION


COM 325-002



Class meets: 
2:00 - 3:15 p.m. 
     Tuesday & Thursday      EGJ 225

INSTRUCTOR CONTACT INFORMATION


Instructor:  

Derek R. Lane, Ph.D.

Office:
 

238 Grehan (Journalism) Building

Phone:


859.257.4651




Email:  


drlane@uky.edu






Office Hours:

T R  
3:15 p.m. –  4:15 p.m. 





W

9:00 a.m. – 11:00 a.m.





And by appointment

COURSE DESCRIPTION


Business and Industrial Communication reviews the principles of communication in organizations. The most common organizational communication variables are reviewed (e.g., communication distortion, conflict, power, managerial leadership style, roles, interviewing, information overload and underload). Emphasis is on application of the principles reviewed to the organizational setting. Simulations, exercises, case studies, and visits to organizations are used to accomplish this goal. 
COM 325* is a significant upper-level course which is designed to introduce students to the basic concepts in the study of communication in organizations.  The first segment of the course considers theoretical approaches to the practice and study of communication within organizational settings, including classical theories, human relations theories, human resources theories, systems theories, cultural theories, and critical theories.  The second segment of this course focuses on both organizational and relational challenges confronting organizations and emphasizes application of these principles in organizational settings.  
At the end of this course, students will be able to:

1. 
Understand and explain the major theories and perspectives used to examine organizational 

communication.

2. 
Recognize communication issues in organizations and apply organizational communication 
concepts, models, and theories to resolve such issues.

3. 
Analyze organizational communication systems, process, and structures from multiple perspectives.
4.
Demonstrate competent oral, written, and analytical communication skills necessary for effective

performance in different organizational contexts.

*COM 325 (as well as SOC 342) fulfills the course disciplinary requirement in the University Studies Program.  It does not fulfill the Oral Communication Skills requirement.

PRIMARY OBJECTIVES


The primary objectives* of this course are to:

1. Provide an introduction to concepts and theories influencing communication in organizational settings.

2. Analyze organizational communication systems, processes, and structures from multiple perspectives.

3. Help develop an understanding of organizational communication behavior which enables students to diagnose and prevent problems.

4. Help students understand and develop oral, written, and analytical communication skills necessary for effective job performance.

5. Raise awareness and appreciation of issues surrounding diversity in the workplace.

*Objectives will be assessed using course examinations (four unit tests), an organizational communication term research project (preparation work, final written manuscript, and the oral presentation of the organizational communication research project), and class participation.
REQUIRED READING

Modaff, D. P. & DeWine, S. (2002). Organizational communication: Foundations, challenges, and misunderstandings.  

Los Angeles, CA: Roxbury.

Other supplemental readings will be made available throughout the course.
In addition to the required textbook you should have ready access to the 5th Edition of the Publication Manual of the APA (which you are expected to use frequently throughout the course). It is also advantageous to become familiar with the organizational communication resources available in the Communication Department, the Communication Reading Room, and W.T. Young Library in order to secure the necessary resource materials required for your research project.

RECOMMENDED READING

American Psychological Association. (2001). Publication Manual of the American Psychological Association 

  (5th ed.). Washington, DC: Author. 

Conrad, C., & Poole, M. S. (2002).  Strategic organizational communication: In a global economy. (5th ed.).



  Belmont, CA:  Wadsworth ITP.   
DeWine, S.  (2001).  The consultant’s craft:  Improving organizational communication.  (2nd ed.).  New York: Bedford/St. Martin’s Press.
Eisenberg, E. M., & Goodall, H. L. (2001). Organizational communication:  Balancing creativity and constraint.


   (3rd ed.).  New York:  Bedford/St. Martin’s Press.
Jablin, F., & Putnam, L. (Eds.). (2001). The new handbook of organizational communication.  Thousand Oaks, CA:  Sage. 

POLICIES AND PROCEDURES


Attendance

Attendance is required. Readings, class discussions, and in-class exercises increase both your understanding of organizational communication and the development of your oral, written, and analytical communication skills.  Class attendance and participation are important in accomplishing the objectives of this course. Please arrive on time.  Tardiness is unprofessional and is not fair to your classmates or to me.  Attendance is defined as being in class within 5 minutes of the start of class through the completion of the class session.  If you cannot attend the class regularly, you should withdraw and re-enroll when conditions for learning are more favorable.

Students are required to provide official written documentation for excused absences.  Documentation for absences related to university-sponsored activities must be presented in advance of the absence and arrangements for work missed for such activities must be made prior to such absences.  In other words, to have an absence excused, you will need to give me legitimate written proof from a recognized source explaining the absence. No excuses or documentation will be accepted more than two weeks after the absence. 

Students are allowed two unexcused absences during the semester.  However, you cannot make up exams or work missed for unexcused absences-—you simply receive a zero.  For each absence beyond two, 5% will be deducted from your final grade.  Your final grade will be lowered 50 points (i.e., by 1/2 letter grade, or 5%) for each absence beyond two classes.   For example, if you finish the semester with a 91% average and have three unexcused absences (one more than is allowed) you will receive an 86%, which is a B.  
Missed or Late Exams or Assignments

By definition, late assignments are below average.  Missed or late assignments create major scheduling conflicts, and are unfair to those who are prepared.  For these reasons, any late assignment will result in a 10% penalty deduction for each day it is late (including weekends).  All written assignments are to be typed (using appropriate APA style) and submitted at the beginning of the class on the designated date.  Assignments not typed or not in proper APA format will receive zero points.

 An assignment is considered late when it is submitted after the designated due date, and deductions begin with the missed deadline.  For example, if an assignment is due in class on Thursday, deductions will begin immediately following the conclusion of class.  The only exception to this policy will be documented and university accepted excuses (see Students Rights and Responsibilities Code).   No make up work is available for in-class exercises, written application assignments, oral presentations, or exams unless prior arrangements are approved by the instructor.

Readings and Participation

The benefits you receive from this class are directly proportional to your efforts in keeping up with the assigned readings and submitting all required work according to the deadlines outlined in this syllabus. All assigned readings should be completed before the assigned class period so that students will be able to make a contribution to the class discussions and perform well on exams.  Students are expected to fully and positively participate in class discussions and activities.

Classroom Civility
We want to build a classroom climate that is comfortable for all.  In a communication class, it is especially important that we (1) display respect for all members of the classroom – including the instructor and fellow classmates, (2) pay attention to and participate in all class sessions and activities; (3) avoid unnecessary disruption during class time (e.g., having private conversations, reading the newspaper, doing work for other classes, receiving cell phone calls, etc.); and (4) avoid racist, sexist, homophobic or other negative language that may unnecessarily exclude members of our campus and classroom.   This is not an exhaustive list of behaviors; rather, they represent the minimal standards that help make the classroom a productive place for all concerned.    Your final grade will be reduced by five points (i.e., one-half of one percent) each time you engage in these sorts of behaviors – especially when cell phones ring or pagers beep.  Five points will be added to your grade each time the instructor’s cell phone or pager goes off. The University code for classroom behavior and academic misconduct will be enforced in this course. 

Written Work and Presentations
While it should go without saying, I’ll say it anyway – students must use correct spelling and grammar in all written and oral assignments.  Grades on poorly written or presented assignments will be lowered by up to 10 percent.  In-class activities and exams may be handwritten.  All other submitted work must be typed.  All written assignments must conform to guidelines established in the Fifth Edition of the American Psychological Association’s (APA) Publication Manual.  Grades on written assignments not conforming to APA guidelines will also be lowered by up to 10 percent.

E-Mail & Computer Work
All assignments must be submitted in hard copy.  Your final research project must be sent to me as an e-mail attachment as well.  In addition, we may use electronic mail for on-line discussions and class updates.  You will be required to use your UK email account for this class (please no yahoo or hotmail accounts).  Please read your mail regularly (at least once per day) so you can keep up-to-date on upcoming assignments.  If you do not already have these skills, you will need to acquire them quickly.  They will not only be useful now, but for virtually any job you take after you leave UK.  Let me know if you need help with this.
Policy on Intellectual Dishonesty and Academic Integrity
Intellectual dishonesty is a fancy term for cheating. Unless otherwise explicitly noted by the instructor, all work must be the original product of the student, and all materials taken from others must be properly cited. Cheating and plagiarism in any form, regardless of any justification, will not be tolerated. Any student whom the instructor has sufficient evidence to believe has cheated or plagiarized in the course will receive an automatic "E" (failure) in the entire course. There will be no exceptions. Additional penalties may involve suspension, dismissal, or expulsion from the University. As you can see, these are extreme measures for academic offenses that we believe are serious. Policies related to cheating/plagiarism (as well as excused absences, withdrawal, incompletes, final exams and common exams) can be found in your copy of Student Rights and Responsibilities.  As University of Kentucky students and faculty, we are all responsible for adhering to these policies.  You should be familiar with Senate Rules 6.3.1 and 6.3.2, which are available online at http://www.uky.edu/StudentAffairs/Code/part2.html
If you have any questions whatsoever about plagiarism or academic integrity, especially if you wonder whether your writing might be plagiaristic, please speak with me before you submit your paper for a grade. It is strongly encouraged that students review specific plagiarism examples by visiting Earl Babbie’s website at the University of California-Bakersfield at  http://www.csubak.edu/ssric/Modules/Other/plagiarism.htm
If you suspect that someone else in the class is cheating or plagiarizing, please report it anonymously at http://comm.uky.edu/surveys/contactus/cheating.html
At the University of Kentucky we are committed to the highest standards of ethical conduct and academic excellence.  Any student found guilty of plagiarism, fabrication, cheating on an exam, or purchasing papers or other assignments will immediately receive a failing grade on the assignment and in the course, and will be reported for disciplinary action.  Falsified medical excuses and presenting another student’s work as your own fall with the guidelines of this academic integrity policy.
 REASONABLE ACCOMODATION POLICY


Any student in this course who has a disability that may prevent him or her from fully demonstrating his or her abilities should contact me personally as soon as possible (documentation should be provided no later than the second week of class) so we can discuss accommodations necessary to ensure full participation and facilitate your educational opportunities. All reasonable efforts will be made to accommodate physical and/or learning disabilities that could inhibit student academic success.  The UK Disability Resource Center certifies the need for and specifies the particular type of such accommodations on a student-by-student basis.  Additional information is available by contacting Mr. Jake Karnes (257-2754).
COURSE REQUIREMENTS


This course consists of several assignments, each of which must be completed. There are no optional assignments.  Course completion is accomplished when all necessary assignments have been finished.
Unit Tests

Four unit tests will be given upon completion of each of the major units of the textbook.  Each Unit Test will be composed of multiple-choice, true-false, matching, short answer, and/or essay items.  Unit Tests will cover material from lectures, readings, and/or assignments and account for 25% of your grade in the course.  Unless otherwise noted, these exams will not be cumulative. The Unit Tests will be given in class on the dates listed in the daily schedule (September 19, October 10, October 31, and November 26). 
Class Participation – Discussion & In-Class Activities
The quality of your contributions to class discussions and activities will be evaluated according to the following criteria:

1. Are you prepared for class discussions (e.g., completed reading)?

2. Do you respond to statements by others in an appropriate manner?

3. Do you move the discussion along, not derail it?

4. Are you in class when we engage in the activities, discussions, etc. which are required for class participation?

Organizational Communication Term Project

The major research project in this course requires you to choose a specific topic relevant to an organizational communication process, research that topic using several different sources, and apply what you have learned to analyze a “real world organization.”

In order to keep the project from becoming too overwhelming (and to eliminate undue stress created by procrastination) the project is divided into two stages:

Initial proposal is due September 24

Research preparation work is due October 17

Oral presentations begin December 3.

Final project is due December 6.


This research project will require you to choose a specific topic relevant to an organizational communication process, research that topic using a diversity of information sources (e.g., academic resources, popular press/web sources, interviews with others, and your own experience), and apply the knowledge gained to an analysis of an organization of your choice (must be approved by the instructor).  It is hoped that through this project you will:

· Learn more about a specific organizational communication process of interest to you

· Learn (or review) rudimentary research skills for academic sources, contemporary and popular sources, interview techniques, and self-evaluation

· Compare and contrast information gained through various resources

· Present your findings in a coherent and interesting manner
SPECIFIC DETAILS FOR THE ORGANIZATIONAL COMMUNICATION TERM PROJECT WILL BE MADE AVAILABLE TUESDAY, SEPTEMBER 3.
ORGANIZATIONAL COMMUNICATION RESEARCH TERM PROJECT


Deliverables

The project will be “delivered” in four parts.  
Part one, an initial proposal, will be due at the start of class on September 24 and will be worth 25 points of the 450 total points for the project.  On that date you will submit (typed and neatly formatted):  A one to two page full-sentence outline of your organizational communication research project.  At a minimum, make sure you do the following:  (1) identify your organizational communication concept; (2) provide a list of key words you have or will use during your library research; (3) identify your tentative organization that will be used to apply your secondary research findings – you must identify at least two potential organizations (i.e., you should have a good plan and a good backup plan); and (4) identify your timeline for data collection. You will receive feedback on your initial proposal on or before October 1.
Part two, the specific preparatory work for the analysis and application, will be due at the start of class October 17 and will be worth 75 points of the 450 total points for the project.  On that date, you should turn in (typed and neatly formatted):

· The specific question that will guide your project

· A list of all sources you will draw on.   This should include at least four specific academic sources, two popular press or web-based sources, two individuals you will interview (with relevant information on these individuals), and a few sentences describing how you will apply the information to analyze your organization.

· Interview protocol(s) (e.g., organized list(s) of questions) that will be used to gather information from those you interview for the assignment.

You will receive feedback on your preparatory work for the project by October 22.  This will allow you sufficient time to adjust questions and sources, as necessary, and complete the final portion of the project in a timely manner.  If you would like to conduct your interviews earlier, turn in your project earlier so I can provide you with the necessary feedback.  Conducting interviews before receiving feedback on the research question or interview format would not be a wise choice.

Part three, the final written research project, is due on Friday,  December 6 BEFORE 12:00 noon and is worth 250 points of the 450 total points for the project.  On that date, you should turn in (typed and neatly formatted) an 9-12 page paper that discusses what you have learned in answering your proposed question and applies the knowledge to an analysis of your organization.

It is wise to back up your work.  Please keep a back-up copy of this research project as you work on it and after you finish as well.

All papers must be typed, double-spaced, 12-point font with one-inch margins using APA style (5th Edition).  Papers will be evaluated on the application, analysis, quality of research,  discussion, writing style, and mechanics.  All papers are graded for both content and form, which includes, but is not limited to, spelling, grammar, organization, clarity and sentence structure.


Part four, a 7 minute oral presentation, will be due beginning Tuesday,  December 3 and is worth 100 points of the 450 total points for the project.  Evaluative criteria and speaker order will be provided on or before October 22, 2002.
COURSE EVALUATION AND GRADING CRITERIA


Academic tradition and rules require that your performance be evaluated. I hope grades will not be emphasized in this course as the major reinforcement for which students are to strive.  At the same time I realize that grades do hold contingencies for you (in respect to continuing to enjoy the privilege of being a communication major in good standing) and, therefore, I will make every effort to be as objective, impartial, and fair as possible.  In keeping with this goal, I solicit your involvement and feedback.  The following guidelines will be used to establish your final course grade.   This course consists of several assignments, each of which must be completed.  There are no optional assignments.  Course completion is accomplished when all necessary assignments have been finished.
GRADING CRITERIA
	
	
	

	Exams

· Unit Test #1  (September 19)

· Unit Test #2  (October 10)

· Unit Test #3  (October 29)

· Unit Test #4  (November 26)      

	 100 points
 100 points

100 points
150 points
	450 points

	Organizational Communication Research Project

· Initial Proposal                       (September 24)

· Research Preparation Work   (October 17)
· Final Research Term Project (December 6)
· Oral Presentation                   (December 3-12)
Class Participation – Discussion & In-Class Work
	25 points  
75 points

  250 points

 100 points 

100 points
	450 points
100 points

	TOTAL
	
	1000 points


The University of Kentucky College of Communications and Information Studies does not use the “plus/minus” system. Based on student input, the university uses less-sensitive, but more traditional, “straight” letter grades. Final letter grades will be assigned based on the following point distribution:

	Grade
	Point
Range
	Quality Points (GPA)

	
	
	

	A
	900-1000
	4.0

	 B
	800 – 899
	3.0

	C
	700 – 799
	2.0

	D
	600 – 699
	1.0

	E
	Below 600
	0.0


SYLLABUS REFERENCES


Eisenberg, E. M., & Goodall, H. L. (2001). Organizational communication:  Balancing creativity and constraint.

(3rd ed.).  New York:  Bedford/St. Martin’s Press.
Modaff, D. P. & DeWine, S. (2002). Organizational communication: Foundations, challenges, and misunderstandings.  

Los Angeles, CA: Roxbury.

O’Hair, D., Friedrich, G. W., & Shaver, L. D. (1998).  Strategic communication in business and the professions.

(3rd ed.).  Boston, MA:  Houghton Mifflin
TENTATIVE  DAILY SCHEDULE

Following is a tentative, preliminary list of topics I hope to cover.  However, the actual schedule may vary, depending on the needs of the class.  You will be responsible for knowing from week to week what we are actually covering in class.

	WEEK
	DATE
	TOPIC
	CHAPTER READINGS

(Read BEFORE class)
	ASSIGNMENTS DUE

	#1
	8/29/02
	Introduction & Overview
	
	

	#2
	9/03/02
	Unit I: Theoretical Foundations I 

Introduction to Organizational Constructs
	1  (preface, pp 3-19)
	

	
	9/05/02
	Classical Theories of Organizations
	2  (pp. 21-37)
	

	#3
	9/10/02
	Humanistic Theories of Organizations 

(Human Relations Theories)
	3  (pp. 39-53)
	

	
	9/12/02
	Humanistic Theories of Organizations (continued)
(Human Resources Theory)
	3  (pp. 53-61)
	

	#4
	9/17/02
	Application and Unit Test Review
	
	

	
	9/19/02
	Unit Test #1
	1-3, lectures
	Unit Test #1 

	#5
	9/24/02
	Unit II: Theoretical Foundations II

Systems Theory
	4  (pp. 63-79)
	Initial Proposal Due

	
	9/26/02
	Organizational Culture Theory
Geertz & Pacanowsky’s Cultural Approach
	5  (pp. 81-95)
	

	#6
	10/01/02
	Critical Theory
Deetz’s Critical Theory of Communication
	5  (pp. 96-104)
	

	
	10/03/02
	The Communicative Organization
Weick’s Organizing & Gidden’s Structuration Theories
	6  (pp. 105-119)
	


	#7
	10/08/02
	Application and Unit Test Review
	
	

	
	10/10/02
	Unit Test #2
	4-6, lectures
	Unit Test #2 

	#8
	10/15/02
	Unit III:  Organizational Challenges
Realistic Recruitment
	7 (pp. 123-136)
	

	
	10/17/02
	Socialization Processes
	8 (pp. 139-155)
	Research Project Prep Work Due

(may be submitted earlier)

	#9
	10/22/02
	Organizational Conflict  [MIDTERM]
	9 (pp. 157-170)
	

	
	10/24/02
	Conflict Mediation
	
	

	#10
	10/29/02
	Application and Unit Test Review
	
	

	
	10/31/02
	Unit Test #3
	7-9, lectures
	Unit Test #3 

	#11
	11/05/02
	Unit IV: Relational Challenges 

Superior-Subordinate Communication
	10 (pp. 173-179)
	

	
	11/07/02
	Leadership Theories (trait, situational, 

functional, and transformational)
	10 (pp. 179-192)
	

	#12
	11/12/02
	Peer and Co-worker Communication
	11  (pp. 193-212)
	

	
	11/14/02
	Organizational Teams
	12  (pp. 213-226)
	

	#13
	11/19/02
	Communication Technology in the Organization
	13  (pp. 227-238)
	

	
	11/21/02
	Workday – Class will not meet (NCA Convention)
	postscript (pp. 239-242)
	

	#14
	11/26/02
	Unit Test #4
	10-13, postscript, lectures
	Unit Test #4 

	
	11/28/02
	THANKSGIVING  HOLIDAY
	
	

	#15
	12/03/02
	Presentations
	
	Presentation Due

	
	12/05/02
	Presentations
	
	Presentation Due 

	
	12/06/02
	FRIDAY DEADLINE FOR FINAL PAPER
	
	Final Term Project Due

	#16
	12/10/02
	Presentations 
	
	Presentation Due

	
	12/12/02
	Presentations 

Complete Teacher and Course Evaluations
	
	Presentation Due

	
	12/18/02
	FINAL EXAM PERIOD: Wednesday, 8:00-10:00 a.m.
	Final Grades Distributed
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