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OST 1335/BUSINESS COMMUNICATIONS
On-Line/West Campus
Spring, 2014
COURSE DESCRIPTION, PREREQUISITES, AND CREDIT HOURS: This course presents an overview of business communications, including international considerations, and focuses on constructing, formatting and proofreading good news, bad news, and persuasive business messages. Students will proofread, review grammar and punctuation, and create an employment package consisting of resumes, application letters and job interviewing techniques. (Special Fee: $34.00)
	           CRN’s
	Class Type
	Class

Schedule
	Withdrawal Date
	Final Exam

	21235/23151
	On-line
	January 6- April 27
	March 21
	Week of    April 21


Instructor: Calvin L. Snyder      


        Spring,2014
E-mail: csnyder9@mail.valenciacollege.edu   Office Hrs: By Appt.
COURSE OBJECTIVES:  Upon successful completion of this course, students will be able to (1) apply grammar, capitalization, punctuation, abbreviation, number usage, and word division rules; (2) use proofreading and editing skills; (3) compose business and employment letters, resumes, and memos; (4) dem-onstrate skill in using business references; and (5) practice business-related group communications.

TEXTBOOK REQUIREMENTS: 
	Title, Author, and Publisher
	Where can I buy these?

	Camp & Satterwhite, College English and Communication, 9th Ed., McGraw- Hill Irwin, 2007
	VC West Campus Bookstore  Amazon.com   
campusbooks4less.com

cheapesttextbooks.com chegg.com

	Sabin, The Gregg Reference Manual, 10th or 11th Ed., McGraw-Hill Irwin
	


COURSE POLICIES: (1) This syllabus is subject to change; 2) You are responsible for reading the assignments and completing pro-jects; (3) You are expected to submit assignments on or before the day they are due; 4)Documents must be submitted only in Microsoft Word format.  No other formats, including WordPerfect, PDF, etc., are acceptable.  Items submitted in formats other than MS Word will be returned to the student.
GRADING/EVALUATION:  


Abbreviations/Numbers/Word Division Test
10%

Assignments






10%

Request Letter






10%

Cover Letter & Resume (10% each)


20%


Memo








10%


Claim Letter






10%

Adjustment Letter





10%


Group Project:  Job Interview Questions

10%


Final Exam






10%
ATTENDANCE/MAKEUP: Each unit will be available via Blackboard for a specific period of time.  Failure to submit all the re-quirements for each assignment by each specified date may con-stitute an “absence” for each unit.  Students who accumulate three (3) “absences” may be withdrawn by the instructor. Missed unit assignments may not be made up.
TEST POLICY:  Each test will be available via Blackboard for a specific period of time.  Failure to complete each test by its specified date will result in a zero (0) for that test.
“No Show” Status:  Checking in is required. The procedure for checking in will be made known to you.  If you do not check in, you will be withdrawn from the class as a “no show.” If you are withdrawn as a “no show,” you will be financially responsible for the class and a “W” will appear on your transcript for the course.  

WITHDRAWAL: Per Valencia Policy 4-07 (Academic Progress, Course Attendance and Grades, and Withdrawals), a student who withdraws from class before the withdrawal deadline (see first page of Syllabus for date) will receive a grade of “W.”  A student is not permitted to withdraw after the withdrawal deadline.  Students who stay in the class after this deadline are responsible to complete all work required for the course; e.g., homework, projects, tests, etc. If you choose to stop coming to the class after the Withdrawal deadline, you will be held responsible for all work missed, including the final. Any work which is not completed by the appropriate deadline will receive a zero. Hence, the final grade for the course will be determined by taking into consideration the percentages obtained by work which was turned in and the zeros given to work which was not turned in on time. Students can still be withdrawn by the college for violations of the college’s code of conduct policies. Any student who withdraws or is withdrawn from a class during a third or subsequent attempt in the same course will be assigned a grade of “F.” It is the student’s responsibility to follow the policy. 

VALENCIA CORE COMPETENCIES: Four interrelated competencies prepare students to succeed in the world community:  think, value, communicate, and act.  By listening, reading, following  directions, and writing, you will develop mastery of these core competencies in this course.
ACADEMIC HONESTY: All forms of academic dishonesty are prohib-ited at VC.  Academic dishonesty includes, but is not limited to, plagiarism, cheating, furnishing false information, 
forgery, alteration or misuse of documents, misconduct during a testing situation, and misuse of identification with intent to defraud or deceive.

All work submitted by a student is expected to be the result of that student’s individual thoughts, research, and self-expression.  Whenever a student uses ideas, wording, or organization from another source, the source shall be appropriately acknowledged.

Students shall take special notice that the assignment of course grades is the responsibility of the students’ individual professor.  When the professor has reason to believe that an act of academic dishonesty has occurred, and before sanctions are imposed, the student shall be given informal notice and an opportunity to be heard by the professor.  Any student determined by the professor to have been guilty of engaging in an act of academic dishonesty shall be liable to a range of academic penalties as determined by the professor which may include, but not be limited to, one or more of the following:  loss of credit for an assignment, examination, or project; a reduction in the course grade; or a grade of “F” in the course.  At the option of the professor, the campus provost may be furnished with written notification of the occurrence and the action taken.  If such written notice is given, a copy shall be provided to the student.  Students guilty of engaging in a gross or flagrant act of academic dishonesty or repeated instances of academic dishonesty shall also be subject to administrative and/or disciplinary penalties which may include warning, probation, suspension and/or expulsion from the College.  (Policy Number:  6Hx28:10-16)

Student Code of Classroom Conduct:  Activities which disrupt the  classroom setting and which are violative of this Student Code of Classroom Conduct are those which, with or without intent to do so, are disruptive of the essence of the educational process.  Faculty members are authorized to define, communicate, and enforce appropriate standards of decorum in classrooms, offices, and other instructional areas under their supervision.  In the case of the violation of the Student Code of Classroom Conduct, the faculty member may initiate personal conferences, verbal and written warnings, referral to the director of student services for counseling, and removal from the classroom pending disciplinary action under policy 6Hx28:10-04.  Examples of such disruptive or distracting activities include, but are not limited to, the following:

Activities that are inconsistent with commonly acceptable classroom behavior and which are not conducive to the learning experience, such as:  tardiness, leaving and returning during class, and early departure when not previously authorized;

Activities which violate previously prescribed classroom guidelines or constitute an unreasonable interruption of the learning process;

Side discussions which are irrelevant to the subject matter of the class, that distract from the learning process, or impede, hinder, or inhibit the ability of other students to obtain the full benefit of the educational presentation; and,

Utterances of “fighting words” or epithets directed specifically toward other persons with the purpose or effect of creating a
hostile educational environment or which may reasonably be expected to incite imminent or immediate violence.

Violation of the Student Code of Classroom Conduct shall constitute grounds for student disciplinary action as provided in Policy 6Hx28:10-04. 

The student may appeal action taken by the professor under the provisions of either Policy 6Hx28:10-13 or 6Hx28:10-15 as determined by the nature of the action taken.

Students with Disabilities: Students with disabilities who qualify for academic accommodations must provide a letter from the Office for Students with Disabilities (OSD) and discuss specific needs with the professor, preferably during the first two weeks of class. The Office for Students with Disabilities determines accommodations based on appropriate documentation of disabilities (West Campus, Room 203,407-582-6887).

