
SYLLABUS†

Communication Fundamentals (COM 231.40)
Mondays 6:00 p.m. to 9:38 p.m.

Maher Campus, Room 202

Instructor: Nancy Demeter 

Email:  demeternancyf@jccmi.edu
Home Phone:  517-789-9007
Maher Campus Phone:  517-768-7097 
Office Hours:  By Appointment

Academic Term (this course):  May 18, 2015, through August 10, 2015

Text: Human Communication: The Basic Course, Joseph A. DeVito. 13th edition

Course Description

Students will learn the basic principles of speech communication including speech development and delivery, 
interpersonal messages, non-verbal messages, and small group dynamics. The course is designed to prepare 
students to be effective communicators in a diverse global society. Student speeches will be evaluated for 
effectiveness. Prerequisites: ENG 085 and ENG 090 

Associate Degree Outcomes

Jackson College has determined that all of our graduates should develop or enhance a variety of important skills 
while enrolled here. The Associate Degree Outcomes (ADOs) for this course are:

Associate Degree Outcomes Learning Objectives
ADO 2

Speak clearly, concisely and intelligibly

Communicate effectively; use evidence to support central ideas 
and select the delivery methods best suited to purpose and 
audience.

ADO 9

Work productively with others, recognizing 
individual contributions to group success

Demonstrate through practice the ability to work collaboratively
with others to solve problems, achieve goals or complete tasks 
and to evaluate the roles and contributions of all participants. 
Understand the value of individual service to the functioning of 
the group, family, community and world.

The readings, discussions, and activities associated with this course are designed to meet these ADOs.

Basic Classroom Philosophy

I manage my class much as an employer would manage a company. As a general guide, behaviors that are 
unacceptable at any job are not acceptable in this class, such as no-call/no-show, leaving before class is dismissed,
tardiness, non-participation in group activities, etc.

†This syllabus is subject to change without notice.
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Instructor Availability/Communicating with Me

If you need to contact me outside of class time, the best way to reach me is at my JC email account 
(demeternancyf@jccmi.edu). All JC students are provided with an email account. Please use this account to 
originate any email communication with me. The second best way to contact me is to call my home phone 
number. During the day, I will likely be away from home, so please leave a voice mail with all the pertinent 
details about why you’re calling. Please be sure to leave your name in your voice mail. The third best way to 
contact me is to call the Maher campus office. Please use this method of reaching me only as a last resort, as I 
can’t guarantee that I’ll receive messages in a timely manner.

Communicating with Each Other

If you miss class, you'll need to get copies of notes, announcements, and assignments from another class member. 
You may find it beneficial to trade contact information with a few people in class.

Student Assistance and Success

The Center for Student Success (CSS) provides all JC students with a variety of support services free of charge. 
This includes things like peer and faculty tutoring, mental health referral, temporary assistance with 
transportation, and various workshops/seminars.

In addition, the CSS staff is committed to providing equal access to all programs and facilities. Students with 
disabilities who believe that they may need accommodations in this, or any other, class are encouraged to contact 
the CSS as soon as possible to ensure that such accommodations are implemented in a timely fashion. 

To learn more about the services offered by the CSS, go to http://www.jccmi.edu/Success/, or contact them at 
517-796-8415.
 
Participation, Attendance, and Sign-In Sheets

Participation is worth up to 10 points for each class period. On July 13 and 27 and August 3 and 10, you'll have 
the opportunity to earn 15 points by participating in presentation critiques and working with your group. 

I expect that students will attend every class and will be in their seats and ready to go when class begins (6:00 
p.m.). There will be a sign-in sheet available when you arrive to class. It is your responsibility to sign the sheet 
when you arrive. When class begins, I’ll collect that sheet and replace it with a sheet for late arrivals. If you arrive
late, you’ll lose 3 points for every 10 minutes you’re late. If you arrive more than 20 minutes late, you'll earn only
1 point for attending. If you are in class on time but forget to sign in, see me after class so that you can sign one of
the sheets. If I saw you when class began, you'll receive credit for being on time. Otherwise, I'll ask you to sign 
one of the late arrival sign-in sheets. 

If you have work or family obligations that will make you late on a regular basis, please tell me as soon as you're 
aware of them. We may be able to work out a mutually beneficial arrangement for making up lost points. Please 
be aware that, if you tell me after the fact, I won't entertain the possibility of making up lost points. 
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I don't distinguish between excused and unexcused absences; however, as a courtesy, and to ensure that I don't 
drop you from the course, if you can't make it to class, please send me an email or leave me a voice mail prior to 
class letting me know. Please contact a class member or look on JetNet to find out what we covered in class. 

If you miss two consecutive class periods without notifying me within 24 hours of missing class, I will drop you 
from the course. It will be your responsibility to complete all reinstatement procedures to be re-enrolled. 

Signing the sign-in sheet for another student is considered academic dishonesty. Don't do it. If you do, you and 
the other student will receive a zero for that class period, regardless of attendance. In addition, you and the other 
student could receive a zero for the course, and the infraction could be reported to the Academic Dean.

Important Participation/Attendance Considerations

You’ll receive participation credit only if your name appears on one of the sign-in sheets, if I see you sitting in 
class, and if you actually participate. If you are on your phone, sleeping, or generally not paying attention or not 
engaged with the discussions, you'll receive only a portion of the participation points. In those cases, the amount 
of points you earn will be at my discretion, and my decision will be based on factors such as past performance and
past attendance.

It's your responsibility to remember to sign the sign-in sheet each week. You'll receive participation points only if 
your name appears on it. If your name doesn't appear, you won't receive credit. This policy is non-negotiable.

JetNet and Email

JetNet is JC’s electronic classroom platform. All students have access to JetNet, and, although this is a face-to-
face course, I require that you access and use JetNet to obtain copies of assignments. You won't receive paper 
copies of any assignments or quizzes for the remainder of the course. Your assignments will be submitted as 
printed copies in class on the due date; quizzes will be taken and submitted through JetNet. Grades will be posted 
to JetNet. 

Please check your JC email at least once a day. I periodically send out reminders and other courtesy notices to 
students.

Important Email Considerations

Some students have JC emails automatically forwarded to a personal email account. It's perfectly acceptable to do
so; however, please be aware that JC emails sometimes fail to go through, or they get dumped into Spam folders, 
especially when they contain attachments. Telling me that you didn't receive an email will never be an acceptable 
reason for missing deadlines.

Quizzes and Exams

There are 8 vocabulary quizzes and one syllabus quiz, each worth 15 points. The syllabus quiz will test you on the
content of the syllabus, and the vocab quizzes will test vocabulary words from the chapters covered during class 
that week. All quizzes will be administered and automatically graded online through JetNet. Each quiz will be 
available at the end of class and will remain accessible until the beginning of class the following week. At that 
time, the quiz will be permanently closed. After the quiz is closed, you won't be able to access it again. 

If you experience technical problems while taking a quiz (e.g., internet crash), call or email me immediately to let 
me know the problem. I might re-open the quiz for you and allow you a second attempt. If your phone call or 
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email is time-stamped more than 2 hours after you first attempt the quiz, you won't be able to re-take the quiz. 
This policy is non-negotiable.

Beyond the weekly vocab quizzes, I don't plan to give tests or exams; however, if there's insufficient participation 
during class time, it will be necessary to create some sort of testing schedule as a means of assessing skills.

In-Class and Weekly Assignments

Throughout the semester we’ll engage in informal in-class assignments/activities. Weekly assignments/brief 
papers are assigned as homework for Chapters 1-15 and can be accessed from JetNet. Weekly homework 
assignments will be assigned the week before the chapters will be covered in class, and will be due the following 
week. For instance, the homework for Chapters 7, 8, and 9 will be assigned June 1 and will be due June 8 (the 
evening that we'll cover those chapters in class). Please note that the schedule will be slightly different for the 
first three weeks of class, because of the Memorial Day holiday. Consult the Course Calendar attached to the 
syllabus. You'll receive participation points for in-class assignments (see “Participation, Attendance, and Sign-In 
Sheets,” above), and up to 30 points for weekly assignments (10 points per chapter). Weekly assignments are 
posted on JetNet, but you'll submit completed assignments in class as printed copies.

In-class assignments can’t be made up and won’t be accepted at any time other than during the class in which the 
assignment was given. 

Weekly assignments can be submitted up to one week late without penalty. After one week, the assignment will 
receive a zero. Please be aware that I grade weekly assignments when they are due. Consequently, late weekly 
assignments will be graded and returned to you as time permits. 

Observation Paper 

During this semester, you'll have the opportunity to observe (and be observed by) another class member and 
report on his/her communication style. A written paper about your observations, worth 20 points, will be due on 
August 3. Details about the observation paper will be communicated and posted to JetNet two or three weeks after
the semester begins.

Major Presentations 

There are two formal individual speeches and one group presentation scheduled during the last half of the 
semester. The following are brief synopses of the speeches you'll give. Details about the speech assignments will 
be provided on JetNet prior to the speech due date.

Demonstration Speech

Using props or models, you'll show us how to do or make something. This is an individual project worth 10 
points.

Persuasive Speech

You'll persuade us to adopt a certain attitude, belief, or behavior, or avoid a certain attitude, belief, or behavior. 
You'll justify and support your position. This speech will require outside research. This is an individual project 
worth 10 points
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Final Group Presentation

This is a group project and will include written and oral components. The paper is worth 50 points, and the 
presentation is worth 70 points. You and your group will prepare and give an in-depth formal presentation on a 
pre-approved topic. Each group member will speak for 10 minutes. The written component will consist of a 
formal paper (written by the group). Each group member will receive an individual grade and a group grade for 
this project; the individual grade will be weighted more heavily than the group grade.

Extra Credit

As of the beginning of the semester, there are no opportunities for extra credit. If extra credit is offered during the 
semester, it will be awarded only to those students whose attendance and performance warrant consideration (i.e., 
students who attend regularly and submit assignments regularly and on time). 

Late Assignments

In-class assignments can’t be made up and won’t be accepted at any time other than during the class in which the 
assignment was given. 

Weekly assignments can be submitted up to one week late without penalty. After one week, the assignment will 
receive a zero. Please be aware that I grade weekly assignments when they are due. Consequently, late weekly 
assignments will be graded and returned to you as time permits. 

Quizzes can't be accessed after they are closed, except in the case of properly documented technical issues (see 
“Quizzes” section, above). 

Observation Papers are due August 3. Papers submitted after that date will receive a grade of zero. If you don't 
submit an observation paper, you will be penalized an additional 10 points. In other words, if you don't submit an 
observation paper, you'll lose a total of 30 points. If for some reason you can’t make it to class on the day the 
observation paper is due, I'll accept it via email as long as all of the following conditions are met:

 Prior to emailing your paper, send me an email informing me that you are emailing me your paper. 
Include the reason(s) why you can't attend class and why you can't provide a printed copy. Send this 
preliminary email to demeternancyf@jccmi.edu. 

 Email your paper to me at demeternancyf@jccmi.edu. The time stamp on this email must be August 3 at 
6:00 p.m. or earlier.

 After emailing your paper, send me an email asking me to confirm that I received your paper and that I 
could open the attachment.

If you submit your paper on the date it is due via email, you'll be penalized 5 points (i.e., the maximum total you 
could receive would be 15). This penalty can be waived if you miss class for reasons beyond your control (e.g., 
work commitment, serious illness, etc.). Documentation will be required.

If you have to email your paper, please do not wait until the last minute. Technical difficulties—slow Internet, 
forgetting the attachment/corrupted attachment, etc.—won't be accepted as reasons for extending the deadline. 
This policy is non-negotiable.

Final Presentations are scheduled for the last night of class and, consequently, can't be made up. If you experience
a serious, unexpected event that causes you to miss class on that night, you may receive partial credit for work 
completed up to that point only if the following two conditions are met:
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1. You contact me via email prior to, or no later than 24 hours after, the last night of class
2. You submit documentation substantiating the reason for your absence on the last night of class. The type 

of documentation required will be determined by me, based on the reason given for missing class. 
Documentation must be submitted to me within three hours.

Please be aware that I won’t remind you of late or missing assignments. I expect you to manage your own 
assignments and your own calendar.

Academic Honesty

I expect that all of the work you complete for this class with be your own work and that you will give credit for 
any work that is not your own. Plagiarism and other forms of dishonesty, whether intentional or unintentional, can
result in a grade of zero for an assignment, for an assignment that relies on plagiarized information, and/or for 
your final course grade. In addition, the plagiarism will be reported to the Academic Dean. 

Signing the sign-in sheet for another student is considered academic dishonesty. Don't do it. If you do, you and 
the other student will receive a zero for that class period, regardless of attendance. In addition, you and the other 
student could receive a zero for the course, and the infraction could be reported to the Academic Dean.

A copy of JC’s Academic Honesty Policy is appended to this syllabus. You are responsible for knowing the 
details.

Grading

Grading Scale

95%  to 100% = 4.0 70 to 74 = 2.0
90 to 94 = 3.5 65 to 69 = 1.5
82 to 89 = 3.0 60 to 64 = 1.0
75 to 81 = 2.5 55 to 59 = 0.5

54 and Below = 0.0

In addition to final grades, I’ll submit to Student Services a general grade for each student three times during the 
semester. This periodic reporting is designed to identify students who are performing successfully (“V”), students 
who may benefit from working with the CSS (“H”), and students who have stopped attending (“Q”). Please be 
aware, if you are absent for two consecutive class periods without letting me know why, I'll “Q” you from the 
course. I don't need to wait until the scheduled H-Q-V reporting dates to do this. “Q”-ing you from the course 
may jeopardize such things as scholarships, athletic eligibility, grants, or other financial aid you’ve received. If 
you are “Q”-ed from the course, it will be your responsibility to complete all reinstatement procedures to be re-
enrolled.

Grade Breakdown

Weekly Assignments 150
Participation/In-Class Assignments 140
Quizzes 135
Final Group Presentation 50
Final Group Paper 50
Observation Paper 20
     TOTAL POSSIBLE POINTS 545
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Grading Philosophy

The percentages and grades on the Grading Scale are a starting point and I may adjust final grades up or down 
based on my evaluation of student attendance, participation, and timeliness. This is especially true for awarding a 
4.0. This grade means that a student has performed in an outstanding manner in every aspect of the course:  s/he 
comes to class prepared and on time, participates regularly in a thoughtful and informed manner, submits all 
assignments completely and on time, and has no absences. If you manage to get a raw score of 95% or above but 
you haven't performed as an outstanding student, I will likely adjust your grade down.

Final Behavioral Expectations

Before we begin class, please put your cell phones away. Under no circumstances is it acceptable to talk or text 
during class, and it's unacceptable to check voice mail, text messages, Facebook posts, etc. during class, even if 
you are “finished” with your work. Infractions could result in the loss of some or all participation points for the 
class period. I won't issue any warnings. 

Our class time will normally be quite informal, and I hope that we have lots of lively discussions. Be mindful that 
an important part of communication is listening. Please give me and your colleagues your full attention when we 
are speaking.
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COURSE CALENDAR‡

Date Topics
Chapters and 
Assignments

Part One:  Foundations of Human Communication
May 18 Introductions (to class and each other); Culture and 

Communication; Self and Perception
Read Chapters 1, 2, 3

• Syllabus Quiz Opens
• Vocab Quiz 1 Opens

May 25
NO CLASS – MEMORIAL DAY • Syllabus Quiz Closes

• Vocab Quiz 1 Closes

June 1

Listening; Verbal Messages; Non-Verbal Messages Read Chapters 4, 5, 6
• Chapters 1, 2, 3, 4, 5, 

6 Homework due
• Vocab Quiz 2 Opens

Part Two:  Interpersonal, Small Group, and Organizational Communication

June 8

Interpersonal Communication: Conversation, 
Relationships, Friends, Lovers, and Families

Read Chapters 7, 8, 9
• Chapters 7, 8, 9 

Homework due
• Vocab Quiz 2 Closes
• Vocab Quiz 3 Opens

June 15 Small Groups; Members and Leaders Read Chapters 10, 11
• Chapters 10 and 11 

Homework due
• Vocab Quiz 3 Closes
• Vocab Quiz 4 Opens

June 22

Communication in the Workplace; Interpersonal, 
Group, and Workplace Conflict

Read Chapters 12, 13
• Chapters 12 and 13 

Homework due
• Vocab Quiz 4 Closes
• Vocab Quiz 5 Opens

Part Three:  Public Speaking

June 29

Topics, Audience and Research; Supporting and 
Organizing

Read Chapters 14, 15
• Chapters 14 and 15 

Homework due
• Vocab Quiz 5 Closes
• Vocab Quiz 6 Opens

July 6

Style and Presentation; The Informative Speech Read Chapters 16, 17
• Vocab Quiz 6 Closes
• Vocab Quiz 7 Opens

July 13 Demonstration Speeches
July 20 The Persuasive Speech Read Chapter 18

• Vocab Quiz 7 Closes
• Vocab Quiz 8 Opens

July 27

Persuasive Speeches
• Vocab Quiz 8 Closes
• Written (group) Final 

Paper Due

August 3
In-Class Time to Finalize Final Group 
Presentation

August 10 Final Presentations

‡This calendar is subject to change without notice.
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Policy Summary:  
 
Academic dishonesty (e.g. cheating, plagiarism, etc.) is generally an instructional and 
teachable opportunity for faculty to guide students and for students to learn from their 
actions and/or behavior.  However, in serious cases, the Academic Honesty Policy 
provides a process for reporting, tracking, and disciplining academic dishonesty. 
 
Definitions:  
 

Academic Honesty:  Is defined as ethical behavior that includes student production of 
their own work and not representing others' work as their own, by cheating or by helping 
others to do so. 
 

Plagiarism: Is defined as the failure to give credit for the use of material from outside 
sources. Plagiarism includes but is not limited to:  

 Submitting other's work as your own    

 Using data, quotations, or paraphrases from other sources without adequate   
documentation   

 Self-plagiarism – is the reuse of significant, identical or nearly identical portions 
of one’s own work without acknowledging that one is doing so or without citing 
this original work  

 
Cheating:  Is defined as obtaining answers/material from an outside source without 
authorization. Cheating includes, but is not limited to:  

 Plagiarizing in any form 

 Using notes/books without authorization 

 Copying 

 Submitting others' work as your own or submitting your work for others 

 Altering graded work 

 Falsifying data 

 Exhibiting other behaviors generally considered unethical 
 
Policy Statement: 

 
Faculty members who suspect a student of academic dishonesty may penalize the 
student by taking appropriate action up to and including assigning a failing grade for the 

Academic Policy 

 

Policy Type:   Academic Honesty  

Policy Number: 1004 

Date Adopted:  10/1/2004 

Version:  2.0 

Review Cycle:  Annual 

Date Last Reviewed:  4/11/2012 

Office Responsible:  Academic Deans 

Reviewing Committee:  Deans’ Council & Academic Council 

Related Policies:  NA  

Related Laws:  NA 
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paper, project, report, exam, or the course itself. Instructors must document all 
instances of academic dishonesty beyond those of a very minor nature, in writing to the 
Office of the Academic Deans using the attached form. 
 
Students, who are suspected of cheating during a course exam or course placement in 
the testing lab, will be questioned and reported to the appropriate faculty member or 
Executive Dean of Students. The proctors are not to stop the exam but report the 
questionable behavior. As in other instances, the faculty will determine the penalty and 
appropriate action. If the student is suspected of cheating on course placement, the 
Executive Dean of Students is to be contacted and will determine the next steps.   
 
The Office of the Academic Deans will record and track students who have been 
reported as having cheated. If the same student has a second incident, the dean will 
enact sanctions appropriate to level of infraction. The sanction will be selected in 
consultation with the involved faculty. The Dean can administer consequences up to 
and including suspension.   
 
In the event of a dispute, all parties should follow the Student Complaints/Academic 
procedure as outlined in the JCC Faculty Agreement. This policy is also presented in 
the Student Rights and Responsibilities Handbook.  
 
Change Log: 

Date Of Change Version Description of Change Responsible Party 

e.g. 9/6/2011 1.0 Initial Release M. Fall 

2-9-2012 2.0 Deans’ Council Review C. Beacco 

2-13-2012 2.0 Academic Council Review C. Beacco 
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