Don’t

Panic!
A Cyber-Hiker’s Guide to the 

Speech One
Galaxy
I always wanted to do that!  There is a quirky science fiction book called The Hitchhiker’s Guide to the Galaxy which is also the name of a tourist guide for interstellar travelers.  On the cover of the guide book are just two words in Large Red Letters - DON'T PANIC!!!  Sometimes when I see students taking public speaking that I think we should have those words permanently etched on the chalkboard as a reminder that regardless of your apprehensions at this moment, you can do this.  You might even find yourself enjoying it.  Stranger things have happened. 

As you can tell from this unconventional syllabus, this is an unconventional class with an unconventional approach to the subject.  Think about this class as rhetorical wood shop.  Just as in a wood shop you might learn how to build a china cabinet, in this class you will learn how to build a speech.  I know that the prospect of giving that speech though may fill you with apprehension.  Again, we are unconventional in that we deal with that fear right off the bat. All in all, the intent of this course is to provide a safe, supportive environment in which to learn this important academic and professional skill. 

Okay, now let's go on to the normal syllabus stuff.  It's boring but necessary.

Textbook: Essentials of Public Speaking by Cheryl Hamilton

Objectives:

In this class you will learn

1.
How to evaluate an audience in order to prepare a presentation

2.
How to use a variety of research materials including traditional print materials as well as internet resources

3.
How to organize a presentation

4.
How to use language to make the presentation more pleasant for your audience

5.
How to use a variety of visual aids including PowerPoint to make your presentations more memorable

6.
How to deliver your speeches with clarity of voice and appropriate body language.


.
The Basics

Assignments

Chapter Outlines – 140
Midterm – 100 points

Final - 100 points 
Chairside Speeches and Exercises 100

How To Speech – 100

Informative/Powerpoint speech – 100

Persuasive Speech – 100

Group Project – 100

Individual Projects – 100

Exercises – 100

Video Lecture Quizzes - 100

Grading Scale

936 - 1040= A
796-935 =B

656-795=C

516– 656=D

Under 516 = F
Important Dates

August 19 – September 2 – Various Group Exercises
September 7 – Cultural Artifact Speech

September 9 - $25,000 Speech

September 14 – Personal Hero Speech

September 16 – Dream Job Speech

September 17 – Chapter outlines 

September 21 – 23 – Group Demonstration

September 28 – October 12 How-To Speeches

October 8 – Chapter Outlines 5-8

October 14 – November 2 – Informative Speeches

October 29 – Midterm Due

November 5 – Chapter Outlines 9-12

November 9- 18 – Group Work

November 23 – December 9 – Persuasive Speeches

December 14 – Final – Groups Report on their Work

Getting in Touch

I try to be available to students.  Here are the basic contact options.
Email

This is your best option most of the time.  I check email several times a day and try to answer student email as quickly as possible.  You can usually expect a 24 hour or less turn around. 

To expedite matters, I would like you to include the word student in the subject line of your email.  For instance, “Student Question about the Informative Speech.”  I have my email program set up to send all student email to a special file which I check first.  Also, make the subject line specific.  Instead of a subject line like “Your student,” use “Student needs help with powerpoint.”  

If you are emailing me through the Blackboard system, be sure your profile includes an email address.  If it doesn’t, I can’t respond.  Also, be sure you include your name in your email if you expect me to check on something related to your grade or assignments.  Email addresses are not always helpful.  Like my email address of webservant2003@yahoo.com . If I didn’t sign my name you wouldn’t know who I am. It is also helpful to give me the section number since I have several online or web assisted classes. 

One of the first things you should do is set up your email address on Blackboard.  You should do that this week. Here’s how:

1. Click on Tools

2. Click on Personal Information

3. Click on Edit Personal Information

4. Enter your email address in the proper box

5. Scroll to the bottom of the page and click “Submit.”

Instant Messaging

You can instant message me online using Yahoo! Messenger.  My ID is webservant2003 .  If I am online, I will respond.  However, please identify yourself as a student.  If I’m busy, I may ignore people who just want to chat, but I don’t ignore my students.  

Virtual Office Hours
1. I will be keeping online office hours this term.  I will be available online Tuesday evenings 8-9.  You can contact me by Yahoo! Messenger, AIM, or MSN Messenger during those hours. 
On Campus Office Hours

My regular office hours are Monday, Wednesday and Friday 2-3 p.m. Tuesday and Thursday 4-5 p.m.

Phone

Office number is (559)638-3641 Ext. 3404 

This is probably the worst way to try and reach me. I only check my phone messages while I am in the office.  That means a few times a week.  You will get a faster response if you email me. 
Attendance:

You are expected to be in class each day.  If you have more than five Unexcused absences, the instructor reserves the right to drop you from the class. 

Also for the attendance to count, you must be in your seat (paying attention) no later than ten minutes after the start of class.  If you leave more than 15 minutes before the end of class It will be treated as an unexcused absence unless arrangements are made with the instructor in advance.

Now I am not unreasonable, I do understand that there are reasons why one might miss class.  So here are some acceptable and unacceptable reasons.

Valid Excuses:

1. Death in the family. (And remember I can count. I'll allow two grandmothers, after that I get suspicious)

2. Personal illness. (And if it's contagious, just call, don't come to class to tell me in person.)

3. Auto accidents, car troubles, etc. (But please if you have an accident a week, you might consider walking to school.)

4. Family emergencies. (If you have more than three children, let me know so I can determine the full extent of the epidemic)

5. Giving Birth. (No comment necessary)

Invalid Excuses:

1. Too tired. (Aren't we all)

2. Had to clean my house. (I don't have time to clean mine, why should you clean yours)

3. Wanted to leave early for Spring Break. (Why? Afraid they'd run out Beer.)

4. Came back late from Thanksgiving Break (I see you found the beer  plentiful)

5. Had to study for an important class. (And this isn't)

6. Anything that implies you were having more fun than the rest of us.

Make-up Policy

1. In-Class Exercises (chairside speeches) cannot be made up.

2. Written work turned in late will receive a 10 percent reduction in grade Written work not turned in within 72 hours of the due date will not be accepted.

3. Major Speeches must be given on the day assigned.  They can be made up only if a valid absence occurred (See above for valid absences) In the event of a valid absence, the speech may be made up at the convenience of the instructor on scheduled makeup days and receive a 10 point deduction in grade. There are no guarantees that the speech can be made up even with a valid excuse. 
How to Get an "F" on a Speech

I'm not sure why you would want one, but some people must because they keep getting them.  So, here are a few hints to make achieving an "F" a done deal.

1. Don't give the speech. (If you don't give the speech, how can you get a grade on the speech)

2. Don't do any work on the speech. (Believe me I'll know if you are scamming me)

3. Lie. (Making up statistics, quotes, or other evidence in a speech or simply telling a bald-faced lie is a sure route to an "F")

4. Use hate language, racial, ethnic, sexual or gender-based slurs. (I will not tolerate bigotry in language in this class)

5.  Use the time for a personal attack on another student. (Don't waste my time with your petty differences)

6. Plagiarize the speech. (This is stealing and be happy all I do is fail the speech, I could flunk you in the entire course.)

Classroom Decorum

I shouldn’t even have to deal with this considering that we are all supposedly mature adults who have been taught common courtesy by our parents and the school system.  However, for those who still have not discovered how to behave in public, we will go over the rules.

1. When someone else is speaking in class you Shut Up!!!  This means that you cease any conversations you may be having with your best friend, study partner, husband, wife, sister, brother, lover or stranger sitting next to, behind, or in front of you. In fact, stop talking to yourself.  Have I covered all contingencies?  Fine!  If this rule is not followed I will on first offense call you down publicly, on second offense deduct 5 points from your grade, on third offense I will deduct ten points from your total points, beyond three offenses I reserve the right to have you removed from class. 

2. Don’t study for another class in this one.  Even if the class is boring, it is extremely rude to me or to any of the other speakers if you are reading a textbook or doing homework for another class.  I will tell you to close the book and make every attempt to embarrass you completely if you do this.  If that doesn’t work, the same penalties as for talking in class will apply.

3. We live in a wonderful world of technlogy where we can be in constant touch with anybody, anywhere in the world, and they can get in touch with us via pagers and cell phones.  Consider this class a technological throwback in this regard.  Turn off all pagers and cell phones before entering class.  If you are paged or your phone rings, you’re attendance points will be taken away for the day, and you will receive a 5 point deduction from any other grade you may have received that day.

4. Take off your hat before speaking.  Actually, you should remove caps and hats when you walk into a room, it is only common courtesy, but since courtesy is less common than it used to be, I won’t go that far, but when you speak...lose the hat.  If you do not, then you will receive a five point deduction on your speech.  This includes chairside speeches, group exercises and PowerPoint presentations. The only exception to this rule is in cases where your religious tradition requires you to keep your head covered.

5. Do not plagiarize.  This means taking someone else’s work and passing it off as your own.  In the past two years I have received no less than five copies of the same analysis of Martin Luther King’s “I Have A Dream” speech.  Even the same words are misspelled.  If you find an analysis of this speech and are considering using it, make sure it does not contain the line “He didn’t use any fowl language.”  I give an “F” on any assignment clearly plagiarized.  If you plagiarize two assignments I will flunk you in the course. Please don’t test me on this one!  A number of people have flunked my course because of plagiarism.  

Do not copy anything.  Do not purchase a paper off the internet.  Do not allow your work to be copied.  I will find out. You will fail!  

6. Arrive on time and stay in class.  I sometimes wonder how some of my students will fare in the business and professional world when they constantly arrive 15 or 20 minutes late and decide to leave 15 or 20 minutes early from class.  I have already laid out the rules for attendance but let’s reaffirm them here.  Attendance means being in your seat on time and staying in that seat until I say class is over.  Anything less does not count. And I occasionally take roll twice in class if a quick  head count is not consistent with the number of students signed in. 

7. Clean up your mess.  Okay, sometimes our demonstration speeches are messy.  If that is the case with yours bring a cloth or papers or some other way to protect the furniture and the floors.  Failure to do so will reflect on your speech grade.

8. The instructor is absolute dictator in this classroom.  In regards to your classroom conduct what I say goes. If you don’t like what I tell you to do, then you have two choices: agree (and grumble to your friends in the cafeteria) or drop which will free up more time for speeches.  Of course, if you act in a courteous manner, then you will find me a benevolent despot.

Major Speech Assignments


You can read about speechmaking, take quizzes and tests on the textbook materials, but until you actually begin to make speeches you won’t really start learning.  You will learn in two ways.  You will learn by giving your own speeches and you will learn by listening to and evaluating other speakers.  You may be asked at random to give an evaluation and I particularly like to call on people who don’t seem to be paying attention.  So, beware.
How-To Speech

Time Limit: 4-7 Minutes

AV Requirements: Various props, charts, pictures, etc. (Supplied by students) PowerPoint is also available.

Bibliography not required

Points:100

Perhaps the most common speech you will give is one which explains how to do something.  You give a training lecture at work or you speak to a special interest group about some procedure common to that interest.   In this speech you simply show us how to do something.  This speech does require the use of a visual aid.  This visual can be props, such as the ingredients in something you are cooking, graphs, charts, videos, PowerPoint slides, posters, overhead transparencies or whatever else you think will aid you in giving this speech.

Informative Speech

Time Limit 3-5 Minutes

AV Requirements: PowerPoint Software and Projection Equipment (supplied by school)

Bibliography: Minimum of 4 sources for “C”, 5 sources for “B” and 6 sources for “A”

Points: 100

You will prepare a short informative presentation using the PowerPoint presentation software.  This software is installed on all the computers in the college’s open computer labs.  I will provide you with complete training on the equipment which will be adequate for you to prepare a simple presentation.  You will be required to have prepared a minimum of 7 slides for your presentation. You may use PowerPoint on any of your presentations as an option. 

Persuasive Speech

Time Limit: 3-5 Minutes

AV Requirements: Not required, but recommended.

Bibliography: Minimum of 4 sources for “C”, 5 sources for “B”, 6 sources for “A”

Points:100


The goal of the speech to persuade is to get your audience to take some action: stop smoking, support a piece of legislation, write a letter to their congressional representative, purchase a product, change a habit, appoint a designated driver. 


Controversial subjects are welcome and encouraged.  However, this must not be simply your opinion.  You must support your opinions with specific evidence gleaned from your research.  An unsupported argument is worthless.  Also, this is not the place to simply rant and rave.  You must propose a solution to the problem and call on your audience to take some specific action related to that solution.
Freestyle Presentation

Time Limit: 5-7 Minutes

AV Requirements: None

Bibliography: None

Points: 100

This speech allows you the maximum control.  You can do any of the styles of speaking already done or you can do something different like a comedy routine or a dramatic reading.  You can combine styles like persuasive and how-to.  It’s all up to you.  So, enjoy yourself. 
Group Presentation

Time Limit: 8-15 Minutes

AV Requirements: None required, but strongly recommended.

Bibliography: No general requirements, but if this speech is generally informative or persuasive the rules governing those speeches apply here as well.

Points:100

This is a “freestyle” presentation that emphasizes group co-operation and creativity.  You can use any media materials available including, but not limited to, video, slide-tape, audiotape and PowerPoint or other computer generated visuals.  You are not limited to just how-to, informative or persuasive.  You can also do short drama, comedy, oral interpretation, or combinations.  The important thing about the group assignment is that it be creative and that you have fun doing it.  These will be presented on the day of the final.
Individual Project Options

1. Attend and critique a speech (15 Points)

2. Participate in an intramural speech competition (50 points)

3. Watch and critique a videotaped speech (15 Points)

4. Community Service Project (50 Points)

a. Select a nonprofit agency in which to volunteer

b. Volunteer at least four hours with the agency

c. Give a 3-5 minute oral presentation about the experience (50 points)

5. Give a “real world” speech (50 points)

6. Analysis of a city council or county board of supervisors meeting or school board meeting. Write a 1-2 page analysis of the meeting.  Discuss at least three issues raised at the meeting.(25 points)

7. Value Analysis Paper (25 points). Identify a specific value found in modern culture.  Write a 1-2 page paper arguing whether this value is in ascent or decline.

8. Advertising Analysis. (25 points) Find three print ads or three radio or TV commercials all of which appeal to a certain emotion.  In a one to two page paper identify the emotional appeal and discuss how the advertiser tried to create that emotion in the audience. Turn in the print ads or type up the script for the broadcast commercials.

9. Culture Analysis (25 Points) Write a 1-2 page paper describing how the local media reflects (or does not reflect) our communities unique culture.  You may use a local news broadcast or a local newspaper.

10. Write an editorial on a public issue and submit it to a local newspaper for publication.(25 Points)

Other Projects may be announced in class or online.

The Community Service Option

This option has become popular with my students. I think this is because of two reasons.  First, it has a high point value,  but second, and I hope most importantly, it allows you the opportunity to do good for yourself while serving others.  Also, many of you are already involved with community groups and this gives you a chance to receive credit for what you are already doing. 

But sometimes there is confusion over the parameters of this option.  So, here are a few guidelines:

1. The hours must be completed during this semester.  What you did last year or what you will be doing this summer doesn’t count, unless you are doing preparatory work right now or this is a continuing project

2. A nonprofit organization includes any type of organization which does not exist for the purpose of showing a profit and which depends largely on donations and volunteer work for their support.  This would include schools, churches, clubs, charities, and hospitals.  Even though hospitals and some schools exist for the purpose of turning a profit, they usually have numerous volunteer opportunities available for people to donate time simply to help others.

3. You may complete up to four community service projects, but they must be different projects.  Usually, this would mean volunteering at different places. However, sometimes it might mean doing different jobs within the same organization.  For instance, you might volunteer at your church to teach a Sunday School Class, but you might also go with a church group to feed the hungry.  Those would qualify as two different community service projects.

You need to arrange with the instructor for a time to make your report. Please tell me at the start of class, if you need the time.  If we have the time available, I’ll arrange it.  This presentation can be 2-4 minutes in length and should focus not only on what you did, but your reactions to the experience as well.
Submitting the Outlines

1. Click on the button marked outlines


2. Click on the link for the chapter

3. Attach a Microsoft Word, OpenOffice, Rich-Text , PDF or Plain Text file


4. Hit submit
.

Submitting Your Papers through the Drop Box
1. From the Welcome screen click on “Tools”

2. Click on Digital Drop Box
3. Click the  button marked “Send File.” DO NOT HIT ADD FILE!!!!!!!!!!!!!!
4. Click the button marked “Browse” 

5. From the box that appears on the screen find the file you want to send.  Note: You have to have a file saved either on your computer or on a disk to do this.  That file must  be either in MS-Word, rich-text or plain text formats. No other formats are allowed.
6. Click on the file name.

7. Click OK

8. In the box marked “Title” identify your file this way

 ‘Your Name – Assignment’ (For instance: Terri Main – Book Review)
9. Click submit.
You will be taken to a page verifying the receipt of your paper.  Print out a copy of this page for your records.  You will also have a copy of the paper saved in your own drop box along with the date and time submitted. 

Drop Box Tips
1. Be sure you click the button marked “Send File” and not the one marked “Add File” when sending a paper to me.  “Add File” merely saves a copy of the file in your drop box, but does not send it to me.  You can tell if your paper was “Added” instead of “Sent” because in the drop box under the name of the paper will be a line which says “posted by____” and the date.  If the file has been sent it will read “submitted by ___” and the date.  This is the most common reason for a paper failing to reach me. 

2. Use the drop box to save back up copies of uncompleted work.  For security, save a copy of your work on disk, but also add a copy to your drop box.  Just click “Add File” and that will save a copy of your work on the Blackboard servers without sending it to me.  That way if you lose your floppy or you crash your hard drive, you have a back up of your work.  

3. Don’t try to paste your file into the comments section.  Some people do this.  It doesn’t work.  It will only hold about 200 words of copy. 

How to know if your paper went through.

When you send in the paper through the drop box, you will be taken to a screen that will say “receipt success.”  Then when you click on the “OK” button, you will be taken back to your drop box where you will find a listing with the name of the file and a note which says “Submitted by your name” followed by a date and time in small letters. If the note reads “Posted By Your Name,” you will need to resubmit it because you clicked on “add file” instead of “send file.”

Please do not email me to confirm your paper went through.  I simply do not have time to personally check on everyone’s paper.  You just have to trust the system.  I will announce when the papers have been graded.  If you do not see a grade for your paper, then contact me and resend the paper.
Protecting Yourself

No matter how efficient a system, whether human or electronic, there can be glitches.  This means you have to take some responsibility for protecting yourself. Here are a few tips:

1. When submitting a quiz, print out the page which gives you your score.

2. When submitting a paper through the drop box, print the page confirming receipt and the page listing everything in your drop box. 

3. Save copies of your book review in three formats: paper, online and on disk. 
Appeal Procedure

Some students (not many, but some) try to manipulate the system by claiming to have turned in work which they did not.  This means, as much as I might like to, I can’t take everyone’s word at face value.  Yet, we know mistakes happen.  So, here is the procedure for appealing a “missing” assignment. 

I will post an announcement when all the grades are recorded for a particular assignment (except for quizzes since they are automatically scored).  After this announcement, you will have two weeks to appeal a missing assignment.  Contact me by email or in class (in the case of face to face classes) and resubmit your assignment through the drop box.  

If I do not hear from you in two weeks, I will assume the assignment did not come in on time and you will receive the reduction for a late assignment or a zero grade if it does not come in at all.  It is your responsibility to monitor the Blackboard at least once a week for announcements. 
Concerning Plagiarism
 

          I had taught for 6 years before I had my first case of blatant plagiarism. Now, I get 2-3 cases per year.  In spite of my warnings that plagiarized work will result in an “F,” students continue to foolishly turn in the exact same papers as two or three other students in the same class.  It may reflect a general moral bankruptcy in our times, a Napster mentality, or just declining intelligence in the student population.  I suspect, that strange as it seems to me, many students simply do not know what it is and may not know it is wrong.  And I suspect many do not understand why it is a serious offense.  In the next few paragraphs I will discuss what constitutes plagiarism, why it is wrong, and how it can endanger your academic future. 
How Plagiarism will affect your Grade in this Class

Any plagiarized work I receive will result in zero points for both the paper and the oral report accompanying the paper, if any.  That means, if your term paper is plagiarized, you will lose 200 points for the paper and 100 points for the oral report for a total of 300 points.  If you plagiarize two papers, you will fail the class.  

What is Plagiarism?
 Put simply, Plagiarism is taking someone else’s work and passing it off as your own. At it’s most blatant, it’s directly copying a paper or purchasing one from someone else.  Incidentally, if you are considering purchasing a paper from some Internet company, don’t!  I have access to a web-based service where I can compare your paper to thousands available online.  So can virtually any instructor. 
Sometimes the sheer stupidity of the plagiarizers amazes me.  I’ve had four students in a single class who sat together and were best friends turn in the same paper right down to the misspelled words.  Like, I wouldn’t notice? Others have turned in papers with one person’s name obviously whited out and the student’s name typed in with a different font and color ink. 

 But a paper doesn’t have to be exactly word for word to count as plagiarism.  If the paper is “substantially similar” to another paper, it is still considered cheating.  For instance, I had two students, a boyfriend and girlfriend, turn in two papers which were identical except that the first two paragraphs were reversed from each other.  Just shuffling the order of the writing doesn’t create an original paper. 

 Sometimes a paper is plagiarized because it is made up of paragraphs taken almost bodily from books and articles and pieced together without any commentary by the student and with no source citations.  These tend to be obvious by the different styles of the authors of the paragraphs clashing and the lack of transitional material.  I actually had one person give a speech that she read directly from a Xerox copy of a magazine article.

Certainly, you can quote from other people, but give due credit and don’t pass the work of others off as your own.  Also, you need to create an original work which incorporates the quotes and doesn’t simply string a bunch of them together without obvious synthesis.

 Sometimes plagiarism occurs in take-home essay exams and even with the in-class exams in which I allow you to bring notes.  Many times I find that the answers are direct quotes from the text book.  That may have pleased your high school teachers, but it doesn’t please me.  Your answers must be your original work.  Likewise, if you have had one person write down the notes for everyone, don’t copy them word for word.  I had one class where no less than 8 people answered the same question the same way misspelling the same words.  And, frankly, the answers weren’t that good to begin with.

 In other words, if the paper, exam or speech is largely the work of someone else, then it is plagiarism.  These papers or speeches will receive an “F” grade and two such papers will give you an “F” in the class. 

 Why is Plagiarism Wrong?
I shouldn’t even have to address this, but I feel I need to.  A number of students when confronted with the fact of their plagiarism, look at me in all apparent innocence and say, “But I got the paper in on time.”  One explained that the plagiarism was okay because it was for extra credit.  Obviously, something has gone wrong with the moral compass of our society when students can be caught and not even realize that cheating is wrong.

Plagiarism is wrong on two levels. The first level is that of basic honesty.  When you turn in a paper, you make an implied claim that this is something original.  When it is not original, that quite simply is a lie.  Secondly, plagiarism is wrong because it represents an attempt to obtain the benefits of a college degree without doing the work.  Completing the courses necessary for your degree will give you an edge in the job market, and provide a certain social status in society.  However, if you have obtained that degree by cheating, you are benefiting from something you did not earn. And, of course, on a personal level, you won’t learn anything unless you do your own work.  That will reduce the skills you need to succeed in business and personal life.  You can’t cheat on the job and expect to do your job well.

In some ways, I have to admit that the college system which places such a high emphasis on grades rather than on comprehensive evaluation of learning, contributes to this.  We all know that grades do not always equate to learning.  And sometimes we as instructors lose sight of the purpose of assignments.  They are not simply products to be delivered, but tools to facilitate learning.  

However, in admitting this, it does not excuse students cutting corners by cheating.  A paper or a speech is not a product I have ordered which has value independent of your learning experience.  The assignment is for your benefit and not mine.  Only by completing the assignment will you learn.  In writing this policy, I am committing myself to making the effort to keep learning first and grading as merely a natural outcome of the learning process.  

What Effects Can Plagiarism Have on your Academic Future?
Most Four-Year colleges and universities treat plagiarism as a major infraction of the rules.  You can be placed on academic probation, fail a class or even be expelled from the college.  If expelled for plagiarism, you will find it hard to be admitted to another college. Even if you are not removed from the school, your hopes of graduate work could be diminished.  You can find it difficult to get a faculty advisor for your thesis or dissertation.  If an academic probation becomes part of your transcripts, it can also impact your ability to get a good job.  

This type of thing can haunt you for years.  About 20 years ago, Sen. Joe Biden was running for President.  He had a reasonable chance of taking his party’s nomination.  However, it was discovered and reported that he had plagiarized a paper in law school.  His support vanished and eventually he withdrew from the race over something that had taken place more than two decades before. 

Is it really worth the risk.  Do your own work.  It’s  the right thing to do.  It’s the smart thing to do.

