
Course Syllabus

Course Number:    BUS 122  
Course Title:   Management Communication 
Credits:         3.0            
Faculty Contact Information: Click the People link at left for your faculty's information.

 

Course Materials

Management
Communications, by Hattersley, 3rd edition (ISBN-10: 0073525057 Edition: 3rd).

 

Technology Requirements

Hardware

PC running Windows XP Service Pack 2+, Vista, Windows 7 or 8 
OR
Intel based Mac running OS X 10.6 or later;
Monitor display resolution of at least 1280x720;
Broadband connection with bandwidth of at least 768K/384K (downstream/upstream); and
A microphone, web-cam (at least VGA (640x480) resolution), and speakers/headphones*.

* Hardware must meet the specified requirements of the web-cam.

Software

Google Chrome browser version 26 or greater;
Adobe Acrobat Reader version 10 or greater; and
Javascript must be enabled in browser.
Some functionality will require the following additional plugins:

Flash for media recording, streaming and viewing, as well as uploading files to a course or assignment; and
Java for screen sharing.
Microsoft Office recommended (Open tools OpenOffice or LibreOffice are valid substitutes)

 

Course Description

This course develops both oral and written business communications skills through the study of communications theory in conjunction with practical
communication assignments. Specific content areas include management and decision-making case studies, internal and external written
communications, business proposals, group dynamics, interviews and business presentations.

 

Course Learning Outcomes

By the end of the course, you should be able to:

   1) Evaluate business cases that represent a range of issues facing managers today.

   2) Prepare effective, comprehensive Executive Summaries.

   3) Appreciate the nuances of audience analysis.

   4) Select the most effective content, the most appropriate structure, and the right tone so that your  management communications are persuasive
and convincing.

   5) Examine how best to manage meetings.

   6) Give and receive actionable feedback.

   7) Explore the challenges of diversity and ethical conduct in the business environment.

https://msmu.instructure.com/courses/1131950/users


 

Assessment of Student Learning Outcomes

Student learning is at the core of the MSMC mission. MSMC faculty developed a plan to assess the student-learning outcomes that represent the
knowledge, skills and attitudes expected of a college student in your major. In this class one or more student learning outcomes will be assessed.
Some of our class assignments may be used to evaluate overall student learning and to improve teaching and learning in this class, this
department, and throughout the College.

The following Core Capabilities are included in this course:

Work Ethic
Learning to Learn
Teamwork
Critical Thinking
Problem Solving
Effective Communication

 

Course Requirements

Time Requirements. This is a 3-credit-hour course and will require approximately 18 hours of focused effort every week over the 8-week course
schedule to be completed successfully. Please schedule time for this course, along with other courses and individual responsibilities you may
have accordingly.
Adaptive & Project-Based. This course uses a combination of individualized, adaptive learning, and project-based learning strategies. As such,
you will be expected to actively engage with the content of the course individually and also to collaborate actively with your peers every week.
Mastery. You are required to demonstrate mastery of the concepts and terms presented within the course. You will demonstrate mastery by
completing a series of quizzes and assignments designed to help you improve your proficiency with the terminology, concepts and skills
presented in the course content.
Participation & Engagement. You are expected to fully engage with your classmates, your instructor and the content of the course. Full
engagement requires that you log into the online system and communicate meaningfully with your classmates at least five days each week.
Doing so will make your learning experience more effective, more enjoyable, and ultimately, more successful.
Discussions and Groups. A discussion is not a discussion if you only post and reply a couple of times a week, several days apart. Your group
can only communicate and function at its best if everyone is present and actively involved. You are expected to take personal responsibility for
the success of your discussions and group work. Login, read and post to discussions and group projects at least three to four days per week,
depending on the assignment expectations for the week. When the workload becomes more challenging, reach out to your classmates more
often..
Writing expectations. This is a rigorous, college-level course and you are expected to write at the college level in all of your assignments. Failure
to proofread submissions for spelling and grammar will result in a significantly lower grade. 

Testing and Grading:

Problem Resolution Projects (PRP). This is to supplement the course material. The goal for each assignment is to put your managerial
communications skills to use resolving corporate challenges. PRP 1 is due on Nov. 15, PRP 2 is due on Nov. 29, and PRP 3 is due Dec. 6. Each
assignment is between 1.5-2.5 pages and tackles issues that have been addressed in your readings.  You can find the assignments in the PRP
section of the assignments page. 
There will be 14 written reports, business memos or executive summaries submitted during the course. They will be based on a selection of the
case studies presented and discussed in class. Each will be approximately 2 pages in length, and each written reports can earn a maximum of
50 points.

700 Points

Participation in ten discussions, especially in our consideration of the case studies and supplementary reading, will be scored with a maximum
of 20 points for each discussion during the semester.

200 Points

Take 2 quizzes, the syllabus quiz worth 5 points and the Find the Error quiz worth 10 points

 15 Points

Maximum Final Score: 915 Points

 



Grading Scale

93 - 100% = A 78 -   79% = C+

90 -   92% = A- 73 -   77% = C

88 -   89% = B+ 70 -   72% = C-

83 -   87% = B 60 -   69% = D

80 -   82% = B- 50 -   59% = F

Assignment grading expectations.

All assignments are expected to be turned in by midnight of the due dates stated in the syllabus and course calendar. Your instructor will grade and
give feedback to assignments within 24 hours of your submission, or the next business day. The exceptions to this timeline are for large group
projects, which will be returned within 72 hours.

Schedule of topics and assessments

Click Assignments on the left to see a comprehensive list of points and due dates.

Program and Course Policies

Discussion Forum Guidelines

This course will require significant online interaction with your classmates. Please remember the following guidelines as you post and reply to your
classmates.

Review the discussion threads thoroughly before entering the discussion. Be a reader, then a respondent.
Try to maintain threads by using the “Reply” button rather than starting a new topic.
Do not make insulting or inflammatory statements to other members of the discussion group. Be respectful of others ideas.
Be polite. Choose your words carefully. Do not use derogatory statements.
Be patient and read the comments of other group members thoroughly before entering your remarks.
Be positive and constructive in group discussions.
Respond in a thoughtful and timely manner.

Late or missing assignments

All assignments and exams listed in the syllabus must be submitted in order to earn a passing grade in the course. Assignments and assessments
are due according to the course schedule and syllabus. All students are expected to plan their time and energies so that course work can be
completed and submitted on time.

If an emergency, medical or personal obstacle prevents you from meeting assignment expectations, you must contact your instructor as early as
possible. At your instructor’s discretion, assignments may be accepted after the due date, though late penalties may be assessed to your score.
Except in extreme cases (as determined by your instructor), an assignment that is more than one week late will be accepted and will receive
feedback, but will earn zero points towards your grade.

Due Dates and Times

Remember to check your time zone in the Canvas system.  You can do this by clicking settings in the top right corner, then checking it in the center
part of the page.  All due date times are 11:59 pm in Pacific Time.  This means that if you are in a different time zone, the due date may appear to
be later, since 11:59 pm PT on Wednesday is 12:59 am Mountain Time on Thursday, 1:59 Central Time on Thursday, and 2:59 Eastern Time on
Thursday.  

You may want to set your time zone in the Canvas system to Pacific Time. Then, you will always see the correct due date, and you do not need to
worry about converting time zones.

https://msmu.instructure.com/courses/1131950/assignments


Policy on Incompletes

An incomplete in a course can be granted only when a student has fulfilled the majority of the course requirements, has a passing grade in course
work, is prevented from completing the assigned work for serious medical/personal reasons, and can, in the opinion of the instructor, complete the
work within one eight-week session.

College Policies

Attendance and Engagement

Attendance and engagement are important for successful study, especially in an online class environment. Although you may not be required to
appear in a classroom each week, you are expected to participate regularly in the online environment, to engage actively with the course content,
with your classmates and with your instructor.  In fact, early and regular participation in online classes is a significant predictor of student success.  

Therefore, measures of student engagement and participation may be taken into account in determining academic grades. Students may be
expected to explain to the instructor the reason for any absences from class activities and, in some cases, be asked to provide appropriate
documentation. For more details, please see the Attendance policy in the Student Handbook.

Academic integrity

The academic environment is predicated on truth and integrity. Acts of dishonesty constitute a serious offense to the Mount Community. Please visit
the complete academic integrity policy in the Student Handbook.  Acts of academic dishonesty include, but are not limited to:

Cheating
Failing to hand in original work
Plagiarism
Falsification or misrepresentation
Theft

Academic freedom

Students and faculty’s freedom of speech is constitutionally protected, so they are free to take reasoned exception to the data or views offered in
any course of study and to reserve judgment about matters of opinion—and allow the same freedom for others. See the Student Handbook for
further discussion.

Accessibility

Mount St. Mary's College, in compliance with state and federal laws and regulations including the Americans with Disabilities Act of 1990 (ADA) and
Section 504 of the Rehabilitation Act of 1973 (Section 504), does not discriminate on the basis of disability and provides reasonable
accommodations to individuals with disabilities in the administration of its education-related programs and activities. Please review the complete
disability policy online in the Student Handbook.

Zero Tolerance for Harassment, Discrimination and Retaliation

Mount St. Mary's College does not discriminate in the administration of its admission policies, scholarship and loan programs, educational programs
or in its employment opportunity. The College is committed to providing an environment that is free from harassment, discrimination and retaliation
on the basis of sex, sexual orientation or preference, gender, gender identity, race, color, religion, national origin, creed, citizenship status, ancestry,
age, marital status, pregnancy, childbirth or related medical conditions, medical conditions including genetic characteristics, mental or physical
disability, veteran status, or any other characteristic protected by federal, state or local law, ordinance or regulation. Please review the complete
zero tolerance policy in the Student Handbook.

Credit Hour Clari�cation

A credit hour is an amount of work represented in intended learning outcomes and verified by evidence of student achievement that reasonably
approximates not less than:



1. One hour of classroom or direct faculty instruction and a minimum of two hours of out-of-class student work each week for approximately fifteen
weeks for one semester, or the equivalent amount of work over a different amount of time; or

2. At least an equivalent amount of work as required in paragraph (1) for other academic activities, including independent or directed study,
laboratory work, internships, practicum, studio work, and other academic work leading to the award of credit hours.

All other college policies are subsumed within this syllabus. For a full description of college policies and procedures, please reference
the Mount St. Mary’s Online Student Handbook.

Student Services

Mount St. Mary’s Online offers a full suite of student services to all of our online students. All student services begin with your personal Success
Coach. Contact your coach first, who will help you get the assistance you need from other college services. Some of the most commonly needed
student services include the following:

Technology Help desk
Disability Services
Library Services
Counseling Services

Specific information about each of these services can be found in the Student Handbook.

Technical Requirements

Technical requirements are listed in the Student Handbook. Before you begin this class, please ensure that your computer is up to date with the 
proper browser, plugins, microphone and video camera so that you can participate fully with your classmates.

Disclaimer

The content of this syllabus may be altered to fit the specific needs of an individual student or group of students.
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