Valdosta State University
Summer 2008     Communications for the Workplace ACED 2050
Professor: Maris Cato mscato@valdosta.edu
Day and Time: Thursdays 5:30pm – 10:15pm

Course Content: Principles of effective oral and written communication. A thorough review of grammar, sentence and paragraph construction, punctuation, and writing techniques. Emphasis on the job-getting process. (Eng 1102 pre-req.)
Academic Dishonesty: Plagiarism (taking someone else’s work and calling it your own) will result in an “F” for the assignment and the class.

Attendance Policy: Please see the VSU catalog. One absence is excused if a three page paper is turned in the following week (on an assigned topic). A second absence will result in an “F” for the course. The only exception is TAD for active duty military with a letter from CO. Being present means being on time, for the full time.

Grading Procedures:    25% attendance;   25% participation; 

25% classroom presentations;   25% final exam. 
Student Responsibilities:  Students must come to class prepared to speak and listen well. When students deliver presentations, outlines must be furnished to each person in the class. (Yes, your professor is a person.)

Classroom Decorum: Students must turn off and remove from sight all sound producing gadgets (cell phones, beepers, pagers, music, etc.) Classroom discussion is strongly encouraged, expected, and required. However, discussions must remain on track. Disruption of the learning environment will not be tolerated.
ADA: VSU wishes to comply with the Americans with Disabilities Act. Students must contact the office personnel and the professor if they need special arrangements. Documentation is required. VSU does not discriminate based on race, sex, age, religion, color, or handicap.
Valdosta State University
Communications for the Workplace ACED 2050

Summer 2008
1. Thursday    May 29                5:30pm – 10:15pm
2. Thursday    June 5                  5:30pm – 10:15pm

3. Thursday    June 12                5:30pm – 10:15pm

4. Thursday    June 19                5:30pm – 10:15pm

5. Thursday    June 26                5:30pm – 10:15pm

6. Thursday    July 3                    5:30pm – 10:15pm

7. Thursday    July 10                  5:30pm – 10:15pm

8. Thursday    July 17                  5:30pm – 10:15pm

Text for the Course: Business Communication by Lehman & Dufrene

Class work: There will be several opportunities for students to speak, teach, and role play in front of the class. We will treat the class as a workshop in which we will all learn from each other and the text. Students’ willing participation will be graded.

Students must be prepared to share workplace situations, problems, and solutions.

The professor will gladly stay after class if students need to talk. 
