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Course Information SEP 3¢ QO/’_{/

Date Submitted: 9/10/2015 OFFICE OF THE
L

Current Prefix and Number: CIS - Communication and Information Studies, CIS 300 STRATEGIC BUSI%’:%\ = GOUNCGH
&PROFESSIONAL COM{W)
Other Course;
Proposed Prefix and Number: CIS 300
What type of change is being proposed?
Major - Add Distance Learning

Should this course be a UK Core Course? No

1. General Information
a. Submitted by the College of: COMMUNICATION AND INFORMATION
b. Department/Division: Communication and Information Studies
c. Is there a change in ‘ownership’ of the course? No
If YES, what college/depariment will offer the course instead: Select...

e. Contact Person

Name: Patric Spence

Email: patric.spence@uky.edu

Phone: (859) 257-3435

Responsible Faculty 1D {if different from Centact)

Name:

Email:

Phone:
f. Requested Effective Date

Semester Following Approval: Yes OR Effective Semester;

2. Designation and Description of Proposed Course

a. Current Distance Learning (DL} Status: Please Add

b. Fuli Title: STRATEGIC BUSINESS AND PROFESSIONAL COMMUNICATION (W)
Proposed Title: STRATEGIC BUSINESS AND PROFESSIONAL COMMUNICATION (W)

¢. Current Transcript Tifle: STRATEGIC BUSINESS &PROFESSIONAL COM{W)

Proposed Transcript Title:
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d. Current Cross-listing: none
Proposed — ADD Cross-listing :
Proposed — REMOVE Cross-listing:
e. Current Meeting Patterns
Proposed Meeting Patterns
LECTURE: 3
f. Current Grading System: ABC Letter Grade Scale
Proposed Grading Systern; Lét‘ter (A, B C elc)
g. Current number of credit howrs: 3
Proposed number of credit hours: 3
h. Currently, is this course repeatable for additional credit? No
Proposed to be repeatable for additional credit? No
If Yes: Maximum number of credit hours:
If Yes: Will this course allow multiple registrations during the same semester? No

2i. Current Course Description for Bulletin:  This communication intensive course prepares B&E majors for their careers
by developing effective communication skilis (integrated written, oral, and visual} applied specifically to today?s
technology- driven and giobal business environment. The course will focus on developing strong communication skills in
interpersonal seltings, on small group teams, and when delivering pubiic presentations. Students will prepare cover
letters, resumes, websites, and portfolics; develop effective interviews skills in face-to-face and online environments;
communicate effectively based on audience analysis in face-to-face and online settings; deliver effeclive formal public
business presentations (informative and persuasive) based on audience analysis and using a variety of presentational
aids that enhance the message; and learn to manage data, graphics, and a positive online presence (e.g. websites, blogs,
soctal media outlets, email messages, and webinars}.

Proposed Course Description for Bulletin:  This communication intensive course prepares B&E majors for their careers
by develeping effective communication skills (integrated written, oral, and visual) applied spectiically to today?s
technology- driven and glabat business envirenment. The course will focus on developing strong communication skills in
interpersonal settings, on small group teams, and when delivering public presentations. Students will prepare cover
letters, resumes, websites, and portfolios; develop effective interviews skills in face-to-face and online environments;
communicate effectively based on audience analysis in face-to-face and online settings; deliver effective formal public
business presentations (informative and persuasive) based on audience analysis and using a variety of presentational
aids that enhance the message; and learn to manage data, graphics, and a positive online presence (e.g. websites, blogs,
social media outlets, email messages, and webinars).

2j. Current Prerequisites, if any: Prereq: Upper division status in accounting, analytics, communication, economics,
finance, management, marketing, or permissicn from instructor.

Proposed Prerequisites, if any:

2k. Current Supplementary Teaching Component:
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Proposed Supplementary Teaching Component:
3. Currently, is this course taught off campus? No
Proposed to be taught off campus? No
If YES, enter the off campus address:
4. Are significant changes in content/student learning outcomes of the course being proposed? No

If YES, explain and offer brief rational:

5a. Are there other depts. and/or pgms that could be affected by the proposed change? No
If YES, identify the depts. and/or pgms:

5b. Will modifying this course result in a new requirement of ANY program? No
if YES, list the program(s) here:

6. Check box if changed to 400G or 500: No

Distance Learning Form
Instructor Name: Patric Spence
Instructor Email: patric.spence@uky.edu
Internet/Web-based: Yes

Interactive Video: No

Hybrid: No

1.How does this course provide for timely and appropriate interaction between students and faculty and among students?
Does the course syllabus conform to University Senate Syllabus Guidelines, specifically the Distance Learning
Caonsiderations? Timely and appropriate interaction will be possible through Canvas, email and other online
communication teols (i.e., Adobe Connect, Skype). Syllabus was designed with online instruction in mind. Syliabus
conforms to Senate guidelines. Syllabus includes statement on timeliness of response to inquiries. Additionally, students
wilt be provided with contact information Information on Distance Learning Library Services

{htip:/iwww uky.eduflibraries/DLLS} and the DL librarian Carla Cantagallo.

2.How do you ensure that the experience for a DL student is comparable to that of a classrcom-based student's
experience? Aspects to explore: textbooks, course goals, assessment of student learning outcomes, etc. Many aspects
of face to face instruction are intact with this online course including items like course goals and learning objectives. The
online course will use the same text as the campus based version. Learning outcomes, assessmenti standards and
methods are the same between onling and campus based versions. Assessmeni will take place through items like
discussion posts, tests, projects or papers. Students will he given guidelines for their group work project(s) and exposed fo
online tools to help facilitaie group communication. Te help improve the overali experience of the online environment, the
course may make use of online tools such as discussion boards, email, videc presentations and other communication
methods. While the delivery mechanism will be different, the face to face course and online course are designed to deliver
the same content and assess the same learning objectives,
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3.How is the integrity of student work ensured? Please speak to aspects such as password-protected course portals,
prociors for exams at interactive video sites; academic offense policy; etc. Each student's Canvas account is tied to their
myUK account. Students will be required to log into Canvas using their unigue linkblue account name and password.
Additionally, quizzes and fests may be randomized fo decrease the likelihood of answers being shared, A time limit may
be imposed on quizzes to discourage any group work. Assignments such as papers will be handled much the same as
they would be in & face to face course in terms of being evaluated for possible issues in regards to the academic offense
policy. Tumitin may also be utilized to assist with plagiarism detection,

4 \Will offering this course via DL result in at least 25% or at least 50% (based on total credit hours required for completion)
of a degree program being offered via any form of DL, as defined above? No

If yes, which percentage, and which program{s)? No

5.How are students taking the course via DL assured of equivalent access to student services, similar to that of a student
taking the class in a traditional classroom setting? We have tried to make student services as accessible as possible.
Our pregram uses a listserv for program announcements and we employ a full-time student affairs officer who regularly
communicates with our studenls, regardiess or location. Additionally, we encourage students to use services such &s
Distance Learning Library Services when appropriate.

8.How do course requirements ensure that students make appropriate use of learning resources? in order (o
successfully compiete assignments such as class participation, quizzes and projects, studenis will have to use their
{exthook, course readings and supplementary materials available through UK Libraries.

7.Please explain specifically how access is provided to laboratories, facilities, and equipment appropriate to the course or
program. Students will not require access fo equipment outside of a personal computer and appropriate software.
Students will primarily use the services of UK's Distance Learning, UK Distance Learning Library and electronic access {o
UK Libraries. Additionally, students will be provided with contact information information on Distance Learning Library
Services (htip://www.uky.edu/Libraries/DLLS) and the DL librarian Carla Cantagallo.

8 How are students informed of procedures for resolving technical complainis? Does the syllabus list the entities available
to offer technical help with the delivery and/for receipt of the course, such as the Information Technology Customer Service
Center (http:/Awww.uky.edw/UKITA?  Students are informed via the syllabus and given contact information for technical
issues,

9.Will the course be delivered via services available through the Distance Learning Program (DLP) and the Academic
Technology Group (ATL)? YES

If no, explain how student enrolled in DL courses are able to use the technology employed, as well as how students will be
provided with assistance in using said technology. Course wili be offered through DLP and ATL.

10.Does the syllabus contain all the required components? YES

11.1, the instructor of record, have read and understood all of the university-level statements regarding DL.
Instructor Name: Patric Spence

SIGNATUREBIV222{80bi vanov|CiS 300 CHANGE Dept Review]20141203
SIGNATUREMSBEAC2[Megan B Sizemore|GIS 300 CHANGE College Review|20150113
SIGNATURE[IMETT2{Joanie ER-Mims|CIS 300 CHANGE Undergrad Council Review|20150512
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Course Change Form

hitps://myuk.uky.edu/sap/befsoap/rfc?services=

Generate R

Upload File

Open in full window o print or save
Attachments:
B Browse... ..
fo Attachment

Delete|4426|CIS 300DL UGC Review Checklist.docx
D 354015 300-402 Sept 2015.docx

| Fist J1 | Last |

NOTE: Start form enlry by choosing the Current Prefix and Numbar
{*denoles required fields)

Current Prefix and
Number:

| CIS - Communication and Information Sludies Proposed Prefix & Number:

CIS 300 STRATEGIC BUSINESS 2 PROFESSIONAL COM(W) ]| (example: PHY dp15) cis300

V) Chack if same as current

* What type of change is being proposed?

EMajor Change
[ Major - Add Distance Ltearning

[l etines
e same "hundied sertes”

change in nmbear withan the same husdred seties, anception 6

L_I Minor - editorial change in course Gtle or description which does vt ap

in content or emphasis

j #inar - a change m prerequisitel(s) winch does aot ipky @ change i ool
content or eriphasis, ar which is mads necessary by the elimumation or sign
afteration of the prerequisite(s}

3._] Minor - a crogs listing uf & Course as described abowe

Inquiry - Humanities

[T 1nquiry - Arts & Creativity

Dlnquirv - Mat/Math/Phys Sci

Ellnquiry - Soclal Sclences

Should this course be a UK Core Courser ) yeg @) o

If YES, check the areas that apply:

anmposition & Communications - 11
] Quantitative Foundations
[ Statisticat Tnferential Reasoning

Clu.s. Ciizenship, Conmvmunity, Diversily

[ Composition & Commupications - | Flaiobat Dynamics

General Infermation

1.
a. |submitted by the College of:  COMMUNICATION AND INFORMATION Submission Date:  9M10f2015 T
b. |Department/Division: Commurication and information Studies W;
' c.* |is there a change in "ownership” of the course?
Fivas B Mo I YES, what coffepe/department will offer the course instead? [S.E|BCLV lLI

a, |Current Distance tearning{OL) Status:

* Coptact Person Name: Palric Spence Emali: palric.spence@ukyzedu Phone: (859) 267-3435
e.¥ R . . - S, . - ——
# Responsible Faculty ID (if different from Contact) Email: Phoper’
Lo |Requested Effective Date: Semester Following Approval OR Specific Term: £ :
2. |Designation and Description of Proposed Course.
£ mya

) Already approved for OL¥
& Please Add

{7 Please Drop

*If already approved for DL, the Distance Learning Form must also be submitted unless the department affirms (by checking this box ) tha
proposed changes do not affect DL delivery.

b. [Fulk Title;

STRATEGIC DUSTNESS AND
PROFESSIONAL COMMUNTCATION {*

STRATEGIC BUSINESS AND PROFESSIONAL T

COMMUNICATION (W) Froposed Title: *

c. |Current Transcript Title (if full title Is more than 40 characters):

iERA'TEGr{; BUSINESS & PROFESSIONAL GOM(W)

c. IPruposed Transcrpt Title (if full (e Is more than 40 characlers): i

a

B |Current Cross-listing:

[EENTN |0R |Currenl|y3' Cross-listed with {Prefix & Number): | none

T

https://iweb.uky.edu/curricularproposal/F orm CourseChange.aspx?Notif=547E53CFC6B10E30E100800080A...

T

10/172015
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IPmposed - ADDH Cross-listing (Prefix & Number):

Page 2 of 5

|Proposed - REMOVE 2% Cross-listing {Prefix & Number):

L lCuurses must be describad by at least ong of the meeting patterns befow. Include number of actual contact hours % for each meating pattern type.

Lecture Laboratory? Recitation Discussion Indep. Study
Current: S e e -
Clinical Collogquium [-_'_ral:licum R Research Resideacy
Seminar Studio — ;
Other Plaase explain:
Lecture Laboratory® lRecitation Discussion Indep, Study
Propased: 1 o Latoratory” = e s S b A
Clinlcal Colloguivm Practicum Research o Residency
— i — ]
! Seminar Studio e
T B S Other Please explai:
1. Current Grading System: ABC Letler Grade Scale
@ Letter (A, B, C, etc.}
' 3} pass/rait
Proposed Grading System:* .
U} Medicine Nurmeric Grade (Non-medicaf students will receive a letter grade)
(1 Graduate Schoai Grade Scale
e Proposed mumber of credit 3“ )
g. |Current number of credit hours: 3 rop |
hotirs:*
h.* |Cuarrently, is this course repeatable for additional credit? l 2 Yes @ No
* |Proposed to be repeatable for additional credit? l 1 Yes
Ilf YES: |Maximum numnber of credit ours:
|I.F YES: |wu.' this course allow multipie registrations during the same semester?
i Current Course Description for Bulletin:

business environment.

Students will prepare cover letters,

basad on audience analysis and using a variety of

This communication intensive course prepares BEE majors for their careers by developing effeclive communication
skills {integrated wrilten, oral, and visual} applied specifically to today?s technology- driven and global

The course will focus on developing strong communication skills in interpersonal seltings,
on small group Leams, and when delivering public presentations.
websites, and porlLfoliocs; develop effective interviews skills in face-to-face and online environments; communicate
effectively based on audience analysis in face-to-face and online settings; deliver effective formal public
business presentations (informative and persuasive)

presentational aids that enhance the message; and learn to manage data, graphics, and a positive online preszance
{e.g. websites, blogs, social media outlets, email messages, and webinars}.

rYaesumes,

Proposed Course Description for Bulietin:

business environment.

{e.g. websites, blogs, social media outlets,

Students will prepare cover letters,

email messages, and webinars).

Phis communication intensive course prepares BeE majors for their careers by developing effective communication
skills {inlegraled written, oral, and visual} applied specifically to today?s technology- driven and global

The course will focus on developing strong communication skills in interpersonal settings,
on small group teams, and when delivering public presentations.

websiles, and portfolics; develop effective interviews skills in face-to-face and online environments; communicate
effectively based on audience analysis in face-to-face and online settings; deliver effective formal publie
business presentations (informative and persuasive) based on audience analysis and using a variety of

presentational aids that enhance the message; and learn to manage data, graphics, and a positive online presence

resumes,

5B Cuarrent Prerequisites, if any:

or permission from instructor.

Prereq: Upper division status in accounting, analytics, communication, economics, finance, management, marketing.

*  |Proposed Prevequisites, if any:

k. [Current Supplementary Teaching Component, if any:

7 Community -Based Experien
) Service Learning
¥ Both

[ac]

hittps:/fiweb.uky .edu/curricularproposal/Form_CourseChange.aspx?Notif=547E53CFC6B 10E30E100800080A. ..

10/1/2015
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Preposed Supplernentary Teaching Component: 73 Community-Based Experience
) Service Learning
() poth
) No Change

3. |Currently, is this course taught off campus? l 7 ves 9 No

+

Propased to be tatught off campus? l 3 ves & No

Ilf YES, enter the off campus address: Comm e mmmmm— ’

a.¥ !Are significant changes in cantent/student learning cutcomes of the course being propesed? | () ¥es i@ Mo

llf YES, explain and offer brief ratlonate:

5. |Course Relationship to Program(s).

a.* IAre there other depts and/or pgms that could be affected by the proposed change? - ) Yes @ No

|1|' YES, Identify the depts. and/or pgms:

b.* |Will modifying this course resuit in a new requirement? for ANY program? rves 8 No

|1f YESZ, list the program({s) here:

6. |Information to ba Placed on Syllabus,
If changed to 400G- or 500-level course you must send in a syliabus and vou must inciude the differentiatior

between undergraduate and graduate students by: (i) requiring additisnal assignments by the graduate stud
and/er (i) establishing different grading criteria in the course for graduate students. (See SR 3.1.4.)

Check box if changed
— |ko 400G or 500.

Distance Learning Form

This form must accompany every submission of a nevi/change course form that requests distance learning dellvery. This form may be required when changing a course already approved for |
Al fields are requiredt

atroduction/Definition: For the purposes of the Commission on Colleges Southern Asseciation of Colleges and Schaools accreditation review, distance learning is defined as
leducational process in which the majority of the instruction {Interaction between students and instructors and among students) in 2 course occurs when students and instruc!
not in the same place. Instruction may be synchranous or asynchronons. A distance learning {DL) course may employ correspondence study, or audlo, video, or computer te

lA number of specific requirements are listed for DL courses. The department proposing the changs in delivery method is responsible for ensuring that the raguire
below are satisfied at the individual course [evel. it is the responsibility of the instructer to have read and understood the university-fevel assurances regarding an equi
lexperience for students utilizing DL (available at_http /v . ukv,edu/USC/Neve/forms. htm).

Course Mumber and Prefix:  CIS 300 Date: 127312014

Instructor Name: Patric Spence Instructor Emalt:  palric.spence@uky.edu
Check the method below that best reflects how the majority of the course content will be delivered,
internet/Web-based Interactive Video Hybrid D

Curricufum and Instruction

1. How does this course provide for timely and appropriate interaction between students and faculty and among students? Does the course syllabus conform to Univers
Senate Syllabus Guidelines, specifically the Distance Learning Considerations? e e+ e
Timely and appropriate interaction will be possible through Canvas, email and other online communicaticn teols
.{i.e., BAdobe Connect, Skype). Syllabus uas designed with online instruction in mind., Syllabus conforms to

2. How do you ensure that the experience for a DL student is comparable to that of a classroom-based student's experience? Aspects to expiore: textbooks, course go:

assessment of student fearning outcomes, etc, . ; . s
Many aspects of face to face instruction are intacl with this online course including items like course goals
and learning objectives. The online course will use the same text as the campus based versien. Learning

https://iweb.uky.edu/curricularproposal/Form_CourseChange.aspx7Notif=547E53CFCoB |0E30E100800080A...  10/1/2015
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3. How is the integrity of student work ensured? Please speak to aspects such as password-protected course portals, practors for exams at iteractive video sttes; acac

offense policy; etc

Each student’sn(-:an;ra.s accountr iswti_l?.};dito theirﬁ rﬁyUK accounl, Students will be reguired to log inl’:DVCanVas vsing
their unigue linkblue account name and password. Additionally, quizzes and lests may be randomized Lo decrease

4. Will offesing this course via DL result in at least 25% or at least 50%* (based on total credit hours required for completion) of a degree program being offered via a
of DL, as defined above? —— e e i o

Which percentage, and which pregram{s)?

*As a general rule, if approval of a course for DL delivery results in 50% or more of a program being delivered through DL, the effective date of the course's DL delir
be six monrths from the date of approval.

5, How are students taking the course via DL assured of equivalent access to student services, similar to that of a student taking the class in a traditional classroom se

JWe have tried to make student services as accessible as possible. Our program uses a listserv for program
announcements and we emplay a full-time student affairs officer whe regularly communicates with our students,

Library and Learning Resources

6. How do course requirements ensure that studenis make appropriate use of learning resources?

‘In order to successfully complete assignments such as class participation, guizzes and projects, students will
‘have to use their textbook, course readings and supplementary materials available through UK Libraries.

7. Please expfain specifically how access is provided te laborateries, facifitles, and equipment appropriate te the course or program. .
:Students will not regquire access te eguipment outside of a personal computer and appropriate scoftware, Students
iwill primarily use the services of UK's Distance Learning, UK Distance Learning Library and electronic access

Student Services

8, How are students informed of procedures for resolving technical complaints? Does the syllabus list the entities available to offer technical help with the delivery and;
receipt of the course, such as the Information Technology Customer Service Center (hitp:/wyiw, uky edu/UKTT/}?

Students are informed via the syllabus and given contact information for technical issue

S. Will the course be delivered via services ava@iable through the Distance Learning Program (DLP} and the Academic Technology Group (ATL}?

@) ves
Mo

If no, explain how students enrofled in DL courses are able to use the technology employed, as well as hovi students will be provided with assistance in using said
technology. . - .
Course will be offered through DLP and ATL.

10, Does the syllabus contain all the required componenis, below?

Instructer's virtual office hours, if any.

The technelogical requirements for the course,

Contact information for Distance Learning programs {htto://wvive.uky.edu/Distancelearning) and Information Technelogy Customer Service Center
{attg:/fvavves uky.edu/UK I/ Help/; 859-218-HELP). .

Procedure for resolving technical comnplaints.

Preferred method for reaching instructor, e.g. email, phone, text message,

Maximum timeframe for respending to student coramunications.

Language pertaining academic accommodations:

w “If you have a documented disability that requires academic accommedations in this course, please make your request to the University Disability Res
Center. The Center will require current disability documentation. When accommodations are approved, the Center will provide me with a Letter of
Accommodation which details the recommended accommodations. Contact the Disability Resource Center, Jake Karnes, Director at 859-257-2754 or
ikarnes@email. uky.edu,”

Specific dates of face-to-face or synchronous class meetings, if any.

Information on Distance Learning Library Services {http:/fvony . uky.edu/Libraries/DLLS)
n Carla Cantagallo, DL Librarian
» Lecal phone nsmber; 859 257-0500, ext. 2171; long-distance phone number: {800} 828-043% {option #6}
u Email: dllservice@enaif,uky,edu

= DL Interiibrary Loan Service;

11. I, the instructor of record, have read and understood alf of the university-level statements regarding DL,
Instructor Nama:
Patric Spence

Abbrovialions: DLP = Distance Learning Programs ATG = Academic Technology Graup Guslomer Service Cenler = 858-218-HELP (hitp:hwaw.uky edu/UKIT/Helo)

[Rovised-3/0

https://iweb.uky.edu/curricularproposal/Forim_CourseChange.aspx?Notif=547E53CFC6B10E30E100800080A...  10/1/2015
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Wigee comment description regarding minor course change, Minor changes are sent directly from deahi’s office to Senate Council Chair. If Chair deems the change as "n
form will be sent to appropriate academic Coundil for normal processing and contact person is informed,

Weaurses are Lypically made effective for the semester following approval. No course will be made effective untit ail approvals are received.

Bl Signalure of the chair of the ¢ross-tisting department is requirad on the Signature Routing Log.

8 Removing a cross-listing does not drop the other course — it merely unlinks the twe courses.

1 Generally, undergrad courses are developed such that one semester hr of credit represents 1 hr of classroom meeting per wk for & semester, exciusive of any lab me
meeting generally represents at teast two hrs per wk for @ semester for 1 credit hour. (See SR 5.2.1.)

&1 vay must afse submit the Distance Leamning Form in order for the course to be considered for BL delivery.

2yn order to change a program, a grogram change form must also be submitted.

https://iweb.uky.edu/curricularproposal/Form_CourseChange.aspx?Notif=547ES3CFC6BI0E30E100800080A ... 10/1/2015




Course: CIS 300DL University Senate Syllabi Guidelines Review Checklist

General Course Information

Full and accurate title of the course 4] course prefix, number and section number
[ ] bepartmental and college prefix [ ] scheduled meeting day(s), time and place

Instructor Contact Information (if specific details are unknown, “TBA” is acceptable for one or more fields)

@ Instructor name 4] office address

[ ] Contact information for teaching/graduate IX] UK email address

assistant, efc. IX] Times of regularly scheduled office hours and if
[] preferred method for reaching instructor prior appointment is required

[X] office phone number

Course Description
[X] Reasonably detailed overview of the course (course description should match on syllabus and eCATS form)
Prerequisites, if any {should match on sylfabus and eCATS form)
[X] student learning outcomes
|:| Course goals/objectives
Required materials (textbook, lab materials, etc.}
[ ] 0outline of the content, which must conform to the Bulletin description
]Z Summary description of the components that contribute to the determination of course grade
Tentative course schedule that clarifies topics, specifies assignment due dates, examination date(s)
[ ] Final examination information: date, time, duration and location
@ For 100-, 200-, 300-, 400-, 400G~ and 500-level courses, numerical grading scale and relationship to
letter grades for undergraduate students
E] For 400G-, 500-, 600- and 700-level courses, numerical grading scale and relationship to letter
grades for graduate students. (Graduate students cannot receive a “D” grade.)
<] Relative value given to each activity in the calculation of course grades (Midterm=30%; Term
Project=20%, etc.)
[ ] Note that undergraduate students will be provided with a Midterm Evaluation {by the midterm
date) of course performance based on criteria in syllabus
& Policy on academic accommodations due to disability. Standard language is below:
If you have a documented disability that requires academic accommodations, please see me as soon as
possible during scheduled office hours, In order to receive accommodations in this course, you must
provide me with a Letter of Accommodation from the Disability Resource Center {(Room 2, Alumni Gym,
257-2754, email address jkarnes@email.uky.edu) for coordination of campus disability services available
to students with disabilities,

UGE Review { )

Prerequisites should match on syllabus and course form
Add midterm grading statement to syllabus

Attendance policy/excused absences for DL course?

Make-up opportunities for students who miss assignment
deadlines with excused absence




Committee Review (
Course Policies

[ ] Attendance

[ ] Excused absences

[ ] Make-up opportunities
[[] verification of absences

Comments

[ ] submission of assignments

Academic integrity, cheating & plagiarism
[ ] Classroom behavior, decorum and civility
[[] professional preparations

[ ] Group work & student collaboration




CIS 300
Strategic Business and Professional Communication

Online
Instructor; Patric R. Spence, Ph.D Office Hours: In person by appointment
Office: 310D LICL Virtnal: Via Skype or Adobe Connect
Phone:  (859)257-3435 Preferred contact E-mail: patric.spence@uky.edu

0
]

Course Description

This communication intensive course prepares B&E and Communication majors fi réers
developing effective communication skills (integrated written, oral, and visual) ap ifically
to today’s technology-driven and global business environment. The courge wil]ﬂ'%ﬁ}]l veloping
strong communication skills in interpersonal settings, on small group te_aﬂ%mlﬂ‘ﬁhﬁ %ﬁk’ﬂl delivering

public presentations. Students will prepare cover letters, resumes, websgites, d"iaortfolios; develop
effective interviewing skills in face-to-face and online environments; coﬁmugf]@ate effectively
based on audience analysis in face-to-face and online settings; ge}iﬁi&“ﬂq{fe ¢ formal public
business presentations (informative and persuasive) based on aﬁc{ij@ﬂ%ﬁl’palysis and using a variety
of presentational aids that enhance the message; and learn ty.manage data, graphics, and a positive
online presence (e.g., websites blogs, social media outletsi]”ié'm” il messages, and webinars).

3

[
Prerequisites o

Upper division status in accounting, analytics, e6g o

permission from instructor b,
| ey, lnn;,i

E“\Hln\m

n.

nance, management, marketing, or

g "L‘ '
L] A I ”
Student Learning Outcomes L

By the end of the course, you should § '!”’%u],?”le torl [I
= Critically evaluate methods lﬁ?ﬂmﬁ%ﬁﬁss communication;
» Understand and critically.¢ \ a]}u'iﬁg the role of research in business communication;
» Understand the advantage disadvantages of technology in communication;
*  Write, revise, and pjfo ‘1‘ed&%€§?fective audience-centered business documents in a variety of
formats (e.2.4,0° S 'Eﬁ@ew resume, press release, memoranda, e-mail correspondence, formal
speech outlinesiiy;; *"uﬂﬂ‘ agendas and minutes, websites),
= Prepare '\%{méﬁffective formal oral business presentations (informative and persuasive)
using approptiaté’presentational aids based on the rhetorical situation (purpose, audience,
occagi I, constt aints) .
. Pﬁﬁ?ﬁ _iﬂﬁé‘qu;ﬂl;febt'ive small group communication skills (teamwork, !eadership, conflict
.u:!ﬂ”lgz' r%;l Iagbment) in informal settings and as part of formal presentations (face-to-face and
uln,uﬂ(!)n*’imﬁ.

= f@q,spond effectively to media and stakeholder inquiries during crisis events and during
question and answer sessions

Required Resources
» Textbooks: ‘
> Irwin, J., Hopkins, P.D., Payne, H. J., & Spence, P. R. (2015) Competent
communication at work: Strategies and standards for success (2'"’ ed). NY: New
York: Kendall Hunt.

> Office Suite: See https://download.uky.edu/ for free versions.
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Technology Requirements

»  Email: To obtain instructions for assignments, additional materials for this course, and
important announcements.  will nof respond to emails sent fiom an address other than
“@uky.edu.” 1 will respond to all emails Monday through Friday in 24 hours.

In order to have a successful educational experience in distance learning courses, there are
minimum technology requirements that should be met. The University of Kentucky strongly
recommends that each student purchase a personal computer. mumuﬁ

University of Kentucky distance learning students are also encouraged to acquire th
hardware, software, and Internet connection to ensure that all systems used by distl
courses will function properly. “'"]i'“ [
. I;;,‘1I iy, | s L
Hardware requirements include a headset with a microphone and a Webcanﬂ' %ﬁ vﬁxlrlelue requirements
included Java, Adobe Flash and Reader and a copy of Microsoft Office. “For 1
these 1equ11ements and links for downloadlng the software pieage v;}%itnl |
/': SI] t

Other information of Interest

Information on Distance Learning Library Ser v1ceslm( i

¢ Carla Cantagallo, DL Librarian

e Local phone number: 859 257- 050| ), eﬁﬁtﬂh%
0439 (option #6)

¢ Email: dllservice{@email.uky '@@w

[I!‘ Il;" ml\l

) odg distance phone number: (800) 828-

hmummmm, "unumﬂt

DL Interlibrary Loan Service: 'ﬁ 'y, ilm.mI [h'fh
. hﬁDZ//WWW.URV.GdLI/Li]%?ElJ 'ifs- Liﬁpage php?lweb id=253&Ilib id=16

Canvass course management system
o - http://www., uk[lv .ed /canvass
«! |J]r|h]
*’@lgéy related problems, first contact the professor by email and simply
document th& Jp‘robu Next contact the UKAT Service Desk at (859) 218-4357 or by emailing
questions ¢ t 2| 8helpiuky.edu. Follow all instructions provided. If the UKAT Service Desk is not
able 10 1os rs(e '“ﬂn,a problem, please contact Distance Learning, Document all calls and emails and if
‘[lwH ‘J}ll1 1@1 ﬁ“*not resolved the student and instructor may negotiate alternatives or extensions.

If you have any 1

Eilnr F‘flmmaﬂ
|
{ M,
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Course Policies
1. Academic Integrity Policy

Per university policy, students shall not plagiarize, cheat, or falsify or misuse academic records.
Students are expected to adhere to University policy on cheating and plagiarism in all courses. The
minimum penalty for a first offense is a zero on the assignment on which the offense occurred. If
the offense is considered severe or the student has other academic offenses on their record, more
serious penalties, up to suspension from the university may be imposed.

Plagiarism and cheating are serious breaches of academic conduct. Each student is advisl d,to
become familiar with the various forms of academic dishonesty as explained in the Code @'@ugth}dent
Rights and Responsibilities: http://www.uky.eduw/Ombud. A plea of ignorance is n aptib]
defense against the charge of academic dishonesty.

M,

1 !
Part II of Student Rights and Responsibilities (http://www.uky.edu/ Stuﬁ_{g;“i'ﬂtﬁ&f%ﬂ%ﬁgbde/pa1~t2.html)
states that all academic work, written or otherwise, submitted by studetits to ﬂb;ljﬁ:l'{klzinstructors or
other academic supervisors, is expected to be the result of their own thotigh dbearch, or self-

expression. In cases where students feel unsure about the question} ?[“fmagﬂ m involving their

own work, they are obliged to consult their instructors on the mat{er flal;;ﬂ%]ﬁﬁre submission.

High in any way borrows ideas,

‘When students submit work purporting to be their own, bqiﬁ”k

organization, wording or anything else from anothgr sq?rcéﬂmlﬂﬁmut appropriate acknowledgement
of the fact, the students are guilty of plagiarism, Plagjlr ﬁqg,;_g.'rlln&ludes reproducing someone else’s
work, whether it be a published article, chapter 6£2bo paper from a friend or some file, or

'f.'i"kn ap
something similar to this. Plagiarism also includbﬁﬂ"”f

by
(D

! I‘E{#ﬂﬁce of employing or allowing another
person to alter or revise the work, which Qimstu&%t lq‘ mits as his/her own, whoever that other
person may be. y, ORI, g

li IEHE!NIE"“] il [l

When a student’s assignment invcg%i w%#ﬂ%ﬁﬁfmh in outside sources of information, the student must
carefully acknowledge exactly g:t“vg}hﬁﬂ'e and how he/she employed them. If the words of
someone else are used, the stud st put quotation marks around the passage in question and add
an appropriate indication qffitg origin. Making simple changes while leaving the organization,
content and phraseqlﬂogy% !Q%t %ﬁ plagiaristic. However, nothing in these Rules shall apply to those
ideas, which are so, génctally and frecly circulated as to be a part of the public domain (Section

63.1). My,

”ltg,

o,

Please notel‘iwﬁ éssignment you turn in may be submitted to an electronic database to check for

. e My Rty
plagiarism®l,

”Ei g
it !
i lmlzg A

Stugchisfivith Disabilities

”IEi”]!
If you have a documented disability that requires academic accommodations in this course, please
make your request to the University Disability Resource Center. The Center will require current
disability documentation. When accommodations are approved, the Center will provide me with a
Letter of Accommodation which details the recommended accommodations. Contact the Disability
Resource Center, David Beach, (dtbeacl{@uky.edu). 725 Rose Street, Multidisciplinary Science
Building, Suite 407 Lexington, KY 40536-0082. V/TDD (859) 257-2754

”I“Ei

2 s|ﬂ]E|
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3. Online Decorum

Ideally the virtual classroom environment should be supportive and comfortable. Do not equate a
relaxed atmosphere with a lack of academic standards. You are expected to be prepared for all
assignments and conduct yourself appropriately for a respectful academic environment. Email is the
ideal method for contacting the instructor. Please give the professor 48 hours to respond to any
email requests or requests for meetings via CMC.

If a student misses an assignment due to an excused absence, the instructor will allow the student to
turn in the assignment late. If the absence interferes with the group project the mstructor inay allow
the group to continue with the assignment and will provide an equivalent individual H.u Efl’lt for
the student needing to make up the work. Pl

Additional Student Resources oy, ”lE |‘
o mi;llw H!“l] I “F"”ll\ J

The Writing Center is located in W. T, Young Library, Thomas D. Clark S ?flq?/ i5th Floor, West
Wing (phone: 859-257-1368). The staff can help you identify and correc rob léms with your
writing. I will not require you to go to The Writing Center, but e@;] YWmend that all of you consider
going if you feel stuck at any stage of the writing process. . ”'hum‘,,w“[l
The new Multimodal Communication Lab (MC3) is log ‘K’edm} 06 Grehan (phone: 859-257-
8370). The staff can help you identify and correct p,pob]_&emg'ilwllmp all aspects of your writing and
speaking. I will not require you to go to the lab, bu_t dgg geco1nmend that all of you consider

St [l}% process. See hitp://cis.uky.edw/icd/me3

going if you feel stuck at any stage of the wrltmg/ ¢

il
for more information. W E“J |
" Elm

I iy, l
..”"u T mlmmnun i

10
il

4, Discussing Grades

i ;m”lnm g li

Students who have grade or exam, 6nﬁ%1;£}%|’must approach the professor through email for an virtual

appointment. Once grades are RosL dj“? WCanvass, you may visit the professor after making an

appointment to review your exal letise contact the professor if you do not find your exam score

posted. 1 '
&, ) lpij

gl
[scuss grades or scores earned have one week from the date grades are

posted to do so. \Mll not be addressed after this time period has expired. Students need to
contact the prof Fan appointment to discuss the issue. Students must provide a written
explanatzorhmﬁ theifdispute before the virtual appointment. If the matter is still unresolved, students
need to J] “m]q'le"CIS 300 Director. Students that do not fulfill these requirements will not be
aqﬁﬂwf:}ss& Hﬁnﬂ“rthe original grades will be final.

1|[|| ”'illu |E!
Mid- te;ﬂm grades will be posted in myUK by the deadline established in the academic Calendar.
hitp://www.uky.edu/registrar/content/academic-calendar

Students who wish.te

5. Excused Absences

Students need to notify the professor of absences prior to class when possible. S.R. 5.2.4.2
defines the following as acceptable reasons for excused absences: (a) serious illness, (b)
illness or death of family member, (¢) University-related trips, (d) major religious holidays,
and (e) other circumstances found to fit “reasonable cause for nonattendance” by the

CIS 300 Online 2016 4




professor. Students anticipating an absence for a major religious holiday are responsible for
notifying the instructor in writing of anticipated absences due to their observance of such
holidays no later than the last day in the semester to add a class. Information regarding dates
of major religious holidays may be obtained through the religious liaison, Mr. Jake Karnes
(859-257-2754). Students are expected to withdraw from the class if more than 20% of the
classes scheduled for the semester are missed (excused or unexcused) per university policy.

6, Verification of Absences

%ed
ﬁlﬂ“!u l[llu i
ropri

Students may be asked to verify their absences in order for them to be considered e
Senate Rule 5.2.4.2 states that faculty have the right to request “appropriate verifi¢ ﬁg
when students claim an excused absence because of illness or death in the farrE1
notification of absences due to university-related trips is required prior tollmFI

L™

1””
([ t “ s
I IH 'um ln,m [

ate

Course Activities and Assignments

1. Cover letter, resume, and reflective essay (100 points = Sﬂulorlgmal + 50 revised)
Each student will conduct research to locate a job posting for a.pg 554 “h e or she might like to hold
one day. Each student will prepare a cover letter and resume ap‘“’fylﬁgl;[ r that position. Documents
are to reflect research about the mission of the or gamzatlonf.. uired<and preferred credentials, and
the expertise the student would bring to the organization 1ﬂi 111ed\ Students will prepare a 400-500
word self-reflection articulating how and why theyapr epat‘eﬂhtpﬁ cover letter and resume as they did,
; g 5 These documents will be revised at
ned,

citing at least three credible sources using proper APA,
the end of the semester to reflect what the stude throughout the term, In the revised 400-

500 word self-reflection, students will ¢ (@]ﬂﬁumm changed (or did not change) and why. The
finished assignment will be uploaded to %mn‘ " %talied instructions for the assignment can be
found under the “Assignments” tab ol anvas. FWnce there, detailed instructions can be downloaded
in pdf. Detailed grading rubrics are ald ;" ifb mnd”&'ﬂn Canvas.

” mh” 'flci”,m I,
2. Written business docummlﬂll @,l(l 't I;)omts)
Students will prepare an interoffide

é'tno email message, and press release that reflect ethical and
effective responses to casle?J[ dy sé&narios provided by the instructor, he finished assignment will
be uploaded to Canvas. ‘ét@iﬂmil' instructions for the assignment can be found under the
“Assignments” tab:on "’q ras. Once there, detailed instructions can be downloaded in pdf. Detailed
grading rubrics .also fhund on Canvas.

Ellm X
|;| m lmm

Public Speech and critique (100 points)

n]lii””ﬂ:; EIH Uf "y,
Each”&t J@nﬂ will deliver a 5-7 minute “job talk” answering the question: “Why should you hire
me?” foi”lrthe position selected by the student. Points will be earned for the formal and speaking
outlines, the construction and integration of presentational aids (e.g., PPT slideshow), self-critique
of presentation, as well as the content, structure, and delivery of the actual speech (including a
question and answer session). Students can record a video from their computer, tablet or phone and
will insert visual aids into their speech. Once finished, students will upload the speech under the
“Assignments” tab on Canvas. There are several types of sofiware that can be used to complete this
assignment. Learning how to use software for mediated presentations will help throughout a
business career. Links to software and video tutorials and more detailed instructions will be
provided. The finished self-critique will be uploaded to Canvas. Detailed instructions for the
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assignment can be found under the “Assignments” tab on Canvas. Once there, detailed instructions
can be downloaded in pdf. Detailed grading rubrics are also found on Canvas.

4, Interview and critique (100 points)

Each student will complete a mock interview using the Career Center’s InterviewStream program.
Students will be graded on question choices, answers, and delivery. In addition, students will
prepare a 400-500 word self-critique of their mock job interview. The interview will be hosted by
the Interviewstream site and viewed by the instructor. The finished self-critique will be u l@adcd to
Canvas. Detailed instructions for the assignment can be found under the “Assignments? tﬁw }n“
Canvas. Once there, detailed instructions can be downloaded in pdf. Detailed gradi willre
also found on Canvas.

Imlllj]

LI
5. Team Project (300 points) F"ﬂn ﬁ"'“”lrm Eil IEHI"E
Students will work together in teams (4-6 students each) to examine a 93\01k E!I%Cé'“Cl’lSlS situation and
formulate potential solutions, as well as a plan for addressing various stake der groups. Each
group w111 produce a 500 700 word written 1eport describing what ﬁ'ﬂé’]ud?

D, 0

A group crmque will be submitted to the instructor after yﬂ?‘!ﬁt pr0j$ct is complete Much like the jOb
talk the team project can be completed with each Sﬂ]dep rding a video from their computer,
tablet or phone and will insert visual aids into their sp Tﬂ'é'ase can then be cdlted to c1eate a
team presentation. Once finished, students will k e'spe

Canvas. Links to software and video tutorlals‘aﬁ' m déﬂgnled instructions will be provided.

k together on this assignment, and

ml :

Students in close proximity may wish to 1| Ll

instructions for this are also p10v1ded‘“@ thJ "Elhé‘hnﬁ J t. The finished self-critique and written report
f01 the a331gnment can be found undel the

will be uploaded to Canvas. Detailed i J,H{L%r ctiofl
“Assignments” tab on Canvas. an i ”
will be graded as a team based oif t g; n 'FT product that is uploaded to Canvas. Detailed g gjladmg
rubrics are also found on Canve i

g
6. Exams and, gii |[| {E IIﬁnxams at 75 pomts and 3 quizzes at 25 points = 200 points)
There will be thr it E io“%s and three quizzes to evaluate comprehension of theories and
concepts address e, ;1531gned readings and class discussions. All examinations will be
comprised ofyn choice, true/false items, and matching questions and will based on the text
and lectureﬂﬁ,,y‘ 1 argresponsible for the material in both the textbooks and lectures on exam day.
Exam ‘)[}rm}“[lFi ”'g véh online and can be found under the “Quizzes” tab on Canvas. Students will be
” fpﬁ?%d @'Eho%p‘iete the exam at any time throughout the day the exam is administered. However,

I]IE{] deddt begins the student will be allowed 60 minutes to complcte the exam. Instructions will

be postéd1 on how to complete the exam.

7. Discussion board/Wiki/Participation (105 points)

Students will complete a variety of responses to articles posted to Canvas by the instructor. The
articles will be selected form business related popular press publications. Students will find a link to
the article under the “Discussion” tab on Canvas. Discussions will be posted on the available space
under the “discussion” tab on Canvas. The grading scale can be found below.
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8. Pre-test & Post-test (20 points)

Each CIS 300 student is required to complete a pre-test at the beginning of the semester and a post-
test at the end of the semester for departmental assessment purposes. These will be completed

online and you will receive credit for these assignments; your answers will not affect your grade. A -

link will be provided to you on Canvas to complete the pre-test and post-test. You will receive 20
pts for completing these two assignments (10 pts each) and you must complete both tests to receive
credit. Each test will take approximately 30 minutes to complete. The deadlines and links to the test
will be provided to you during the first week and last week of class,

£y
Extra credit opportunities may be made available at the discretion of the instructor. The,ylig ill be
posted on Canvass in addition to alternatives to receive extra credit. If a student wish:
alternative option for extra credit, they must email the instructor before the extra cred

il
expires. Py,

I i
g My EI" Im"””m “"hu H

To summarize, final course grades will be based on the total number of oml ‘”pd@umulated

Cover letter/Resume 100 pts

Written Business Documents 75 pts |L|l"‘”fnm1
Job Talk Presentation 100 pts ly "flrmm”l!
Interview

Team Project

1st Examination
2nd Examination
Quizzes 3@?25 pts
Participation/In clasﬂs/ a "“mt
Discussion board/+ J
Pre- and Post-Tegst
Total = i “"E"‘ru b "ﬂﬂli 1000 pts

o

Iy, ll

Hum ”'Ell '“flmml
", ",

'r
it }i"
i!;l l\l\ltlnsml Flﬁmm

Grading Scale "
I will use the followpnng seal éﬂﬁl gietelmme your course grade:
A Wl (9001000 pis)
B (800-899 pts)
C (700-799 pts)
D (600-699 pts)
; !Hmw':il!mhml IrlS”@% (599 pts and below)
i U
4 ll" f'ui;, ' ﬂ“sammﬁl Discussion Board/Wiki Grading Form
““fl
| Criteria Score

The student showed initiative; interpreted, synthesized, or integrated
various threads; or redirected the discussion in ways that remained on- |5
topic. The student contributed regularly.

The student contributed more than just facts, and responded to the
implications of other students’ ideas. The student's level of contribution |4
was acceptable or of average value.

ﬁhe student's contribution was acceptable and of average value. 3
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|The student's contribution was straight facts. |2

The student displayed a lack of preparation and/or insight in their posts, 1
The student hardly contributed

Excessive aﬁempts to move discussions off-topic and/or any rude or abrasive behavior toward other
participants will result in a deduction in points.

Lectures and assicnments

Il ; ]il Izu;|

All lectures and assignments will be posted on Canvass. Lectures and assignments will, IE’ te a
video format with a narration over slides. Also, there will be links to audio only file l@ﬁbﬁues,
in addition to instructions for all assignments in pdf format. Lectures will be releas h date
listed on the course schedule. The variety of formats will allow the studept the ‘,ﬁﬁ% ] 11ty 10

i
receive the information in asynchronies format, and will allow the studqn i @@Plﬂm Ir;i hity to replay
or listen to the information multiple times. This is an advance over a tr e

Gditiol lfaice to-face course.

After lectures are complete, student can then work on the required wiki/dis cus,#ion board. Canvass
will send updates and announcements each time an assignment or 1gst, e 15°6pen and additional
updates before an assignment is due.

i
]mm IJ”I IiiE|
iy Iy g i *”luﬁﬂaui

i [gi\”lflggl " Ll ﬂl [

Wiy, o

11;,{" IIITIEkl”

i, U,y
A
iy, My |EI! :
!'“r "ihuﬂzil

L"“[Ii;
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CIS 300 Tentative Schedule

Semester 2016

(changes may be made at

instructor’s discretion)

Date Topics Assignments
Week 1 General introduction to the course Complete pre-test
Foundations of business communication Chapter 1
Week 2 Application Materials and the job search | Chapter 13 i,
process Wiki 1 Due ']i' I”HI[’
Week 3 Dynamics of workplace communication Chapter 2 m
Discussion Board 1 Quiz 1 opens
Assignment Due: Cover lefter, 1#% z
Wiki 2 Due =”‘flu CIL |
Week 4 Planning and Preparing Spoken and Chapters 3 and 4 -
Written Messages Wiki 3 Due 1
Evaluating Messages
Week S Writing economtically and Chapters 5 ’”ln[
Communicating electronically IEI“Fim IJ‘]
Diiscussion Board 2 iness documents (Interoffice memo,
Week 6 Ethics and Business Communication
Exam | o gmneht Due: press release
s Jlr:
Week 7 Organizational Socialization (EIW ry, ', b "i]phapteis 11&12
Assimilation, and Exif) iy o iy, il Quiz 3 opens
Discussion Board 3 i:m“fiu,, il |
Week 8 Job Talks ™ !"I”l; "tuupm' Job Talks — formal outline due
Iy, gl
Week 9 Interviews and Emp];w W[ﬂEM'éssages Chapter 14
Discussion Board 4 g Assignment Due: Job talk critiques, E-newsletter
|L|“”””'%|1 1 Wiki 6 Due
Week 10 Spring Byeak % M} ,,E"“ o
k I
Week 11 Chapter 6 & 7
_ntoc, ktez nal groups Wiki 7 Due
Week 12 Interviews Due
i
Wee% 13] e Ty Ie%,‘arch Methods in Business Chapter 8
I]IEINEIE h’ltm’“d ommunication Quiz 4 Opens
|l Wwiki 8 Due
Week lﬁ'ﬂgih Communicating with the Media Revised cover letter/resume and reflection due
Presentation Prep Proposal due
Week 15 Team Presentations Team Presentations
Week 16 Exam 2
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