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Speech & Rhetoric 

CM 301-1; Fall 2018

11:15-12:10 MWF; Williams hall 346
Instructor Information

Name:
Courtney Haupt


Email: clhaupt@cazenovia.edu 

Office:
First floor of library


Office Hours: 12:30-1:30 Wednesdays
Suggested & Required Materials

Raimes, Ann and Maria Jerskey. Keys for Writers, 6th (or 7th) ed. Boston: Wadsworth, 

Cengage Learning, 2011. Print. (Suggested)

Required readings will be posted to Blackboard. 
Course Overview & Objectives

This is an advanced communication course that builds on the skills and principles taught in CM 121 Effective Speaking and EN 201 Academic Writing II. The purpose of this course is to improve written and verbal communication, to recognize and practice the relationship between the two, and to deepen understanding of discourse and the creation of meaning in a range of contexts. The course assignments extend the notion of writing and speaking across the curriculum, with emphasis on interdisciplinary collaboration. Emphasis throughout the course is on understanding of the communication process, the role of empathy in communication, and the empowerment of each student to express themselves well and to advocate effectively. 

Upon completion of the course, students will be able to:

· Demonstrate understanding of and adaptability to audience expectations, such as tone and word choice in oral presentation of self, information, and research.

· Demonstrate understanding of communication and discourse as meaning making through partnership with others on a collaborative project.

· Demonstrate inclusive communication skills through facilitation of group decision making, and participation in the creation and delivery of a group presentation. 

· Demonstrate understanding of the relationship between written and verbal communication through a series of written documents in preparation for verbal presentations. 

· Demonstrate critical thinking, problem solving, and persuasive skills through the development and presentation of a collaborative research report and proposed resolution.

· Demonstrate collaborative writing skills through creation of a project.

Course Policies

Academic Honesty:

Plagiarism will not be tolerated. Make sure you know what plagiarism is and how to avoid it.  Any student who turns in plagiarized work will fail the course.  A description of plagiarism and other forms of academic dishonesty are to be found at www.cazenovia.edu/default.aspx?tabid=1306. All reference pages must use APA Style. 
Special Needs Students:

If you are a student who requires accommodations in classroom or outside work due to special needs, please notify Cyndi Pratt, Office of Special Services (ext. 7308).  Make sure your accommodations plan has been filed with the Office of Special Services to ensure that accommodations will be made available. Remember that in order to receive accommodations in any course, you must self-identify yourself to the instructor.

Classroom behavior policy:

If you are found using a cell phone, computer or tablet for anything other than the assigned classwork, you will be marked absent for that day. 
Attendance: 

Attendance is mandatory. If you are sick or can’t attend class for whatever reason, I expect an email explaining the absence (just like you would for any employer). Please notify me as soon as possible if you will be missing class for an academic/athletic event. For every three unexcused absences, 5% will be deducted from your overall course grade. If you have an unexcused absence on a presentation day, you will receive a zero for the assignment. Unless special circumstances arise and the instructor approves it, you will not be allowed to make up a presentation. It is also important to get to class on time. Being late twice will result in an unexcused absence. 

Course Assignments:

All course assignments that require outside sources must use a standard citation style. Please use Times New Roman 12 pt. font. Late work may be submitted at the next class session, but with a 10% reduction. Work that is not submitted at the class subsequent to the due date will not be accepted for credit. If your assignment utilizes two or more pieces of paper, it must be stapled. 

Each student will engage in class discussions and analysis of communication process, in addition to construction and presentation of a series of both individual and team oral performances and related documents. Specifically, students will:

· Prepare introductory documents for obtaining an interview in their field;

· Participate in a professional interview grounded in communication empathy and other-directed communication skills;

· Prepare a written plan for and record of an inclusive decision-making meeting;

· Share information, gather information, and solicit participation in decisions through facilitation of an inclusive decision-making meeting. 

· Prepare key-word notes for a verbal informational presentation (a briefing).

· Present information for use by others on an assigned topic without visual aids (a briefing).

· Prepare a well-researched written report on a problem of national or international scope, and present an argument in favor of a proposed solution. 

Positive participation, constructive criticism, supportive listening, effective participation in team projects, and respect for the views of others will also impact your final grade. 

Grading Criteria: 

Verbal presentations will be evaluated on both performance and content. Performance factors will include demonstration of communication empathy, audience awareness, and professional presentation of the self including conformity to expectations for word choice, tone, visual appearance, and conduct (body movement, posture, composure). Content factors will include clarity of structure, effective rhetorical strategy, appropriate use of authority, inclusion of required content, adherence to assignment guidelines, and overall demonstration of group and interpersonal communication principles. 

Written assignments will be evaluated on content (which includes responsiveness to the questions posed, mastery of subject matter, and quality of reasoning and argument), organization, and mechanics (which includes syntax, grammar, spelling, and correct citation formatting and documentation). 

Student e-mail correspondence will be graded in the same manner as other written material in the course, therefore text message icons and related abbreviations or skipped punctuation are not appropriate. Class related e-mail should be prepared as though you were sending a letter or essay in hard copy. 
Grading Points

Constructive Class & Group Participation

20 Points

Exams (40 pts x 2)




80 Points

Briefing





40 Points

Interview


Interview Letter



15 Points




Interview Performance


40 Points

Persuasion Project








Written Report & Proposal


80 Points


Written Report Draft (without solutions)
20 Points


Performance




40 Points

Inclusive Decision Meeting






Agenda




10 Points


Performance




40 Points




Minutes




15 Points

Total Points





400 Points

Grading Scale

A = 93-100%
A- = 90-92
B+ = 87-89
B = 83-86
B- = 80-82
C+ = 77-79

C = 73-76
C- = 70-72
D+ = 67-69
D = 63-66
F = 0-62

Tentative Course Schedule

This schedule is subject to change. All readings, assignments, and presentations are due on the date listed. You must present on your assigned day. 

	Week
	Day
	Topic
	Assignments/Reading Due

	1
	M 8/27
	No Class
	No Class

	
	W 8/29
	Introduction to the Course
	

	
	F 8/31
	The Communication Process Part I
	

	2
	M 9/3
	The Communication Process Part II
	

	
	W 9/5
	Empathy, Communication, & Language
	“Empathy” Readings on BB

	
	F 9/7
	Preparing for an Effective Interview
	“Interview” and “Skills’ Readings on BB

	3
	M 9/10
	The Written Introduction
	

	
	W 9/12
	Answering Interview Questions,
Interview Practice Clinic
	Draft Resume & Cover Letter

	
	F 9/14
	Guest Speaker from Career Services
	

	4
	M 9/17
	Performance: Interviews
	Resume & Cover Letter

	
	W 9/19
	Performance: Interviews
	Resume & Cover Letter

	
	F 9/21
	Performance: Interviews
	Resume & Cover Letter

	5
	M 9/24
	Assignment of Briefing; 

Research, Structure, Organization of Briefings


	

	
	W 9/26
	More on Briefing Structure; 

Best Practices for PowerPoint
	

	
	F 9/28
	Outline Workshop; 

Discussion of Delivery 
	Draft Outline Due

	6
	M 10/1
	Performance: Briefings
	

	
	W 10/3
	Performance: Briefings
	

	
	F 10/5
	Performance: Briefings
	

	7
	M 10/8
	No Class
	Fall Break 

	
	W 10/10
	Discussion of Persuasion Projects;

Working in Groups Lecture
	“Group” Reading on BB

	
	F 10/12
	Selecting & Researching a topic
	

	8
	M 10/15
	Discussion of Persuasion Project Topics; Review for Midterm
	Persuasion Project Topic Due 

	
	W 10/17
	Midterm Exam
	

	
	F 10/19
	Persuasion as a Group (Division & Outlining) 


	

	9
	M 10/22
	Persuasion (Construction)
	

	
	W 10/24
	Persuasion (Deconstruction)
	

	
	F 10/26
	Persuasion (Pitfalls)
	

	10
	M 10/29
	Persuasion Project Draft Check
	Persuasion Project Draft

	
	W 10/31
	Persuasion Project Draft Check
	Persuasion Project Draft

	
	F 11/2
	Persuasion Project Work Day
	

	11
	M 11/5
	Presenting as a Group (Lecture/Workshop)
	

	
	W 11/7
	Persuasion Project Work Day
	

	
	F 11/9
	Persuasion Project Presentation Clinic
	Bring Presentation Materials

	12
	M 11/12
	Performance: Persuasion Project Overview
	

	
	W 11/14
	Performance: Persuasion Project Overview
	

	
	F 11/16
	Performance: Persuasion Project Overview
	Final Persuasion Project: Report and Proposal

	13
	M 11/26
	Introduction of Inclusive Group Meeting Assignment; Communication and Inclusive Decision Making
	

	
	W 11/28
	Effective Meeting Preparation: Objectives, Agenda, and Planning
	“Agenda” Reading on BB

	
	F 11/30
	Effective Meeting Preparation: Group Facilitation and Minutes
	

	14
	M 12/3
	Agenda Workshop
	Agenda Draft

	
	W 12/5
	Prepare for Meeting Facilitation Assignment
	

	
	F 12/7
	Performance: Meeting Facilitation
	Agenda Copies

	15
	M 12/10
	Performance: Meeting Facilitation
	Agenda Copies

	
	W 12/12
	Performance: Meeting Facilitation;

Review for Final
	Agenda Copies


Our final exam period is scheduled for Monday, December 17 from 12:30 - 2:30 p.m.
Student Mock Interview Assignment Description

You will be participating in a mock interview. In preparation for the interview, you will submit an Introduction Letter (cover letter) and on the day of the interview you will submit a copy of your resume. You are strongly encouraged to have your resume reviewed by Career Services. Below you will find (1) the job call and (2) the grading criteria for the interview. You should apply in your Introduction Letter for a specific position or an area within the job call. If you need assistance determining which area, please ask for help! The Introduction Letter will be graded up to 15 points and the interview will be worth up to 40 points. 

Job Call:

The Beaumont Center for Educational Living Expansion

Beaumont College is expanding. The new plan is designed to make the core of academics part of a broader range of services and programs. This new approach will provide internships and employment opportunities for both students and professionals while producing revenue for the traditional college programs. The goal of these changes is to create a holistic living community focused on education and service in a variety of ways. The new initiatives include the following:

1. Development of an On-Campus Day Care Center;

2. Development of an innovative Charter School (Private Education, K-12); 

3. Development of out-patient treatment programs for addictions, depression, and other mental health needs;

4. Expansion of Support Services to provide a range of helping and human service programs both on and off campus;

5. Development of a Community Fitness Center to include personal training services, nutritional and health counseling, and to serve as a base for community sports league activity (multiple age levels);

6. Construction of a full service Senior Living Community on the campus grounds;

7. Expansion of the College’s Equine program to include programs for children, therapeutic riding, senior riding, and boarding, breeding and  training services;

8. Expansion of the design and print facilities to allow for an in house design and advertising agency to produce advertising, promotional, and graphic design work. This program will also be responsible for all advertising and promotional design work for the new Beaumont; 

9. Expansion of the campus press and publishing service;

10. Expansion of media and technology services, including web design and social media consulting services;

11. Expansion of facilities and programming at WMNT radio and Beaumont TV, the campus radio and television stations and related media production center.

12. Further development of the College’s conference and retreat center with a particular focus on linkage with other Beaumont programs;

13. Expansion of the arts programming to include professional and community theater and fine arts programs;

14. Expansion of University Marketplace, a multi-use shopping and restaurant commons. This expansion will include a new art gallery and store front facilities for sale of student art, fashions, and related items. 

15. Development and implementation of all necessary technological, physical, and human resource structure to support these new initiatives. 

Pursuant to this new approach Beaumont will change its name to The Beaumont Center for Educational Living. 

The Vice President for Transition Services is responsible for staffing each of these new program initiatives. A large array of positions needs to be filled during the next two years. Persons with appropriate qualifications for employment in any of the programs listed above are encouraged to send their resume and cover letter to Alice Benton, Vice President for Transition Services, Beaumont Center for Educational Living, Edmonton, NY  13333. Please include your primary area of interest at Beaumont. Candidates will be advised promptly of invitations for interviews.  

Additional Background:

Beaumont College is located in Central New York State on a multi-acre campus. Current student population is 8,200 students. Well known for its School of Art and Design, and programs in Business Management, Social Sciences, and the Humanities, the College also has a nationally ranked Basketball program. It has been listed on several national lists of “Best Values in Education.” Internationally known novelist Elton Kincaid is a member of the faculty as is financial expert Marian Anthony. 

Founded in 1850, the College suffered hard times during the 1960’s following a fire and a grade fixing scandal but has steadily rebuilt its reputation as a caring and academically competitive environment. The College was recently honored by the President’s Education Commission and is being internationally lauded for its holistic expansion concept. 

The College is an equal opportunity employer. 

Student Mock Interview Grading

Student Name: _______________________________________________________

Position: _____________________________________________________________

Greeting/Introduction: __________________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Answered Questions Asked: _________________________________________​​​_____

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Clarity and Understandability: __________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Sophisticated Vocabulary and Word Choice: _____________________________​​_

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Substantive Support of Main Points: ______________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)


Full Development of Answers: ___________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)


Connected Answers to Employer Needs: ___________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)


Overall Appearance: ____________________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)


Nonverbal Communication: ______________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)


Professionalism: ________________________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)


General Comments: _____________________________________________________

________________________________________________________________________

Interview Grade: ​​​​​​​​​​​​​_____/40

Briefing Assignment Description

For this assignment, you have been assigned a famous person to inform the class about (list will be distributed in class at no more than two weeks prior to the assignment). You are assuming that you have been invited to give this presentation and that the audience is voluntary. This assignment is worth 40 points. 

Each briefing should be between 5-6 minutes with a 30 second grace period on either side of the time frame. Going outside of the time frame will result in a 10% penalty and I reserve the right to stop your presentation if you speak for more than 7 minutes. Questions will not count for or against your time frame. Any video/audio clips should not make up more than 30 seconds of your total presentation and do count for/against the time limit. 

You will first prepare an outline. After the outlining workshop, you should condense your outline to keywords on index cards. You will use these keywords to present. I will be checking your index cards to ensure that you are presenting using keywords rather than full sentences.

You are required to use a minimum of five reputable sources. You may not use Wikipedia as a source. You should turn in a reference page to me on the day you present. In your presentation, you should discuss your sources during the introduction. Also, if you use a direct quotation from a source, you should provide your audience with an oral citation (“According to an article on The New York Times website on May 15th 2011…”). 

You are required to have a visual aid for your speech. You may use PowerPoint or Prezi. The visual aid must be professional and error free. You should follow the rules of visual aids noted in class. Be certain that you can easily access the PowerPoint through a travel drive – in other words, you should not have to go into your email to pull up your presentation. You should, however, have a backup of the PowerPoint in your email. 

Briefing Assignment Grading
Name/Topic: ____________________________________________________________

Welcome/Farewell: _____________________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Discussion of Sources: ___________________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Speech Structure (Transitions/Review/Preview): ___________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Development of Topic/Organization: ______________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Substantive Support of Main Points: ______________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Interesting/Engaged Audience: ___________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Visual Aid (Material & Usage): ___________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Nonverbal Communication: ______________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Appearance/Professionalism: _____________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Speech Notes/Reference Page: __________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Comments: ________________________________________________________________________

________________________________________________________________________

Grade: ________/40

Persuasion Project & Proposal Assignment Description

Overall Description

Excellent communication skills and problem solving go hand in hand. This is particularly true in the professional environment where problems are often discovered, explored, and resolved by careful gathering of evidence, critical thinking, and persuasion. Developing your skills in this important area is the purpose of the persuasion project in this course. 

To be successful in this endeavor each individual should complete each step as set forth below. Class lessons will provide additional information regarding preparation of both your proposal and your presentation. There will also be ample opportunity for us to resolve any questions or problems that develop as your project moves forward. The most important element is to get started. 

1.  Selection of Your Topic (or Identification of the Problem)

Each individual must choose a problem or issue for resolution. This problem will serve as the focus of your project. Keep in mind that the goal of your presentation is to persuade us to adopt your proposal as the solution of choice. Therefore it is best to choose a problem that truly interests you and which is worthy of so much of your time this semester. Appropriate topics include:

A. A matter of national or international policy;

(Examples: Mandatory Sentencing; Prison Alternatives; Estate Tax Reform.)

B. An important economic or business issue;

(Examples: Fair Executive Compensation; Managed Health Care; Flex Time.)

C. An important civic or social problem;

(Examples: Physician Assisted Suicide; Smallpox Vaccination.)

D. Other?

(Revise a corporate identity; create an advertising campaign to resolve a specific product problem, I am open to suggestions.)

Each individual will select a problem topic and an alternate and present them to me for approval during our preliminary meeting. Once you have my approval for your topic, you may proceed with your research. 

2.  The Research

Each individual will engage in comprehensive research of their approved topic. Begin with general reading on the subject then prepare a list of primary questions to be answered in the course of your research. Explore a range of resources to answer each and satisfy the requirements of the project. I am happy to assist you in the preparation of your primary research questions.

3. The Preparation of a Written Report

Each student will prepare a written report which summarizes their research and which clearly sets forth and answers their primary research questions in a clear, concise, and well supported fashion. Instruction will be provided with regard to the required elements and format of your report. Alternative arguments and options should be explored. Full documentation is required. By this process you should come to a natural conclusion for a formal proposal for the resolution of the problem. 

Your written report should be approximately 5-7 pages in length, excluding reference page. Minimum supporting resources shall include: a range of at least 5-10 applicable popular press articles and books; an expert interview; at least 3-5 additional authoritative cites from the World Wide Web, and any additional written matter such as industry pamphlets, government documents, corporate materials, or case law. I should see no less than 10 sources in your final reference page. 

4. Format of Documentation

Both the report and proposal shall be fully documented. That is that whenever direct quotes, data, or primary ideas are drawn from an outside source that source shall be fully credited in your paper. 

5. The Proposal Presentation

Each person will present their proposal in class during a 5-7 minute formal presentation. The presentation shall include a range of supporting audio/visual elements including, at a minimum, a PowerPoint presentation (including charts, graphs, and other graphics) and a video clip. Additional visual aids, demonstrations, handouts, and interaction with the audience are encouraged. Opportunity for questions from the audience is required, but will not count for or against the time limit. The goal of the presentation is to persuade the audience to adopt your proposed plan for the resolution of the problem. The details of the proposal should include:

A. Summary of Your Solution

B. Specifics of Your Plan


(These elements may vary. Additional elements may be required for your proposal. Order of these elements may also vary.)  

1. Steps 

2. Rationale

3. Costs

4. Feasibility and Logistics

5. Intended/Expected Results

6. Likelihood of Success

C. Comparison (Why Better Than Other Potential Options)

Persuasion Project: Written Report Outline

(5-7 pages)

I. The Report
D. Introduction

(Grab audience’s attention and motivate them to listen.)

E. The Problem

(Additional key points or use of subsections may be helpful.)

1. Historic Overview or Background 

(Include primary causes.)
2. Current Trend or Present Impact

(What is the situation right now?)

3. Outlook for the Future if No Action is Taken 

(The nightmare scenario.)

F. Possible Solutions

(One of these should be the one you will propose as best.)

1. Option 1

2. Option 2

3. Option 3

II. Additional Elements 

· Cover Page

· References

· Appendixes: Charts and Graphs, Etc.(You may also opt to put a copy of your PowerPoint or Prezi in this section).

· Level Headings

Persuasion Project: Written Report Grading

	CATEGORIES:
	PERSUASION
	SUPPORT & DEVELOPMENT
	ORGANIZATION & UNITY
	ANALYSIS
	TECHNICAL CONTROL

	CATEGORY SCORE:
	
	
	
	
	

	10 (A+)
	exceptionally clear and convincing problem development; nuanced use of appeals 


	exceptional development of ideas and opposing viewpoints; source material is seamlessly incorporated
	exceptional use of organization; all required parts are present and logically arranged; singular voice throughout
	exceptionally clear and specific analyses of the problem, authorities used, and possible solutions; anticipates and answers reader questions
	no mechanical,  usage, and/or citation errors; tone and language are exceptional

	9 (A)
	clear and convincing problem development; proper use of appeals


	sophisticated ideas and use of sources; discussion of opposing viewpoints that is particularly well developed
	obviously controlled organization; all required parts are present and logically arranged; singular voice throughout
	sharp, specific analyses of the problem, authorities used and possible solutions; anticipates and answers reader questions
	no mechanical, usage errors, and/or citation errors; writer's voice is present in tone and language

	8 (B)
	clear and somewhat 

convincing problem development; appeals are used, but may not be effective


	specific and illustrated content and capable development of ideas, opposing viewpoint is adequately discussed, sources are used correctly
	logical and appropriate organization; most required parts are present; may have noticeable shifts in voice or style
	clear and logical analyses of the problem, authorities used and possible solutions; may not anticipate reader questions
	no mechanical, usage errors, and/or citation errors; precision and variety of language is accomplished; tone is appropriate

	7 (C)
	clear but not necessarily 

convincing problem development; appeals are lacking or used incorrectly


	adequate development and control of ideas and opposing viewpoints; use of sources is obvious and labored  
	adequate organization; most required parts are present; multiple voices or shifts in style are evident
	analysis is adequate but too much summary is present or analysis is underdeveloped; does not anticipate reader questions
	no mechanical, usage errors, and/or citation errors;  good precision and variety of language; tone is marginally appropriate

	6 (D)
	limited problem development; appeals are missing
	content superficial or limited to listing, repetition, or mere sequence of ideas; opposing viewpoints only mentioned; use of sources is incorrect and/or inadequate
	inconsistent or confused organization; key required elements may be missing; clear shifts in tone, voice or style
	analysis is overshadowed by summary and/or argument with authorities; analysis is underdeveloped; reader questions are not considered
	mechanical/usage errors and citation errors are present and/or tone and language are limited

	0-5 (F)
	persuasion failure; report and proposal are not convincing; appeals are not used


	support and development failure; absence of relevant content, no mention of opposing viewpoints, sources are not used or are used ineffectively
	organizational failure; absence of logical organization; significant gaps in required elements; patchy assembly
	analysis failure; no clear analysis present
	technical control failure; multiple citation and usage errors and/or tone is inappropriate


Persuasion Project: Proposal Presentation Grading

(5-7 Minutes)

Names/Topic: ___________________________________________________________

Quality of Introduction/Thesis: __________________________________________

Poor (1)
Fair (2) 
Good (3)

Excellent (4)


Oral Citation of Sources Throughout Presentation: _______________________

Poor (1)
Fair (2) 
Good (3)

Excellent (4)


Brief Discussion of Problem: _____________________________________________

Poor (1)
Fair (2) 
Good (3)

Excellent (4)


Introduction of  Solutions:_______________________________________________

Poor (1)
Fair (2) 
Good (3)

Excellent (4)


Justification of Selected Solution: _______________________________________

Poor (1)
Fair (2) 
Good (3)

Excellent (4)


Description/Explanation of Selected Solution: ____________________________

Poor (1)
Fair (2) 
Good (3)

Excellent (4)

Visual Aid (Material): ___________________________________________________

Poor (1)
Fair (2) 
Good (3)

Excellent (4)


Kinesics & Paralinguistics: ______________________________________________

Poor (1)
Fair (2) 
Good (3)

Excellent (4)


Appearance/Professionalism: _____________________________________________

Poor (1)
Fair (2) 
Good (3)

Excellent (4)


Persuasive Appeal: ______________________________________________________

Poor (1)
Fair (2) 
Good (3)

Excellent (4)


Grade: ________/40

Inclusive Meeting Exercise Assignment Description

Each student will serve as part of a group for the planning, preparation, and facilitation of an informal business meeting. Each group will be assigned a purpose or objective. They must then work as a group to clarify issues that must be discussed with regard to that objective, prepare an agenda to address those issues, and facilitate a meeting for the resolution of each. Students in class will serve as the other participants at the meeting. Keep in mind that all good meetings do three things: share information; collect information; and apply information to make good decisions. Please plan your agenda accordingly.

Each member of the group will serve as the lead facilitator for at least one portion of the meeting. (Such work should be divided by topic in advance to avoid confusion.) This role shall include sharing of information, facilitation of discussion, and development of consensus. Each student will be evaluated on the basis of their professionalism, effectiveness as a facilitator (encouraging participation, directing questions, etc.) and their ability to develop consensus to resolve the given issue or meet the particular objective.   

The meeting agenda shall be prepared by the group and must be submitted to me at the beginning of class on the assigned due date (see course schedule). Each group must also bring enough copies of their agenda to share with the entire class on the day of their meeting. Minutes shall be prepared by the group and are due as noted on the course schedule. 

This project is worth 65 points toward your final grade.


Agenda




10 Points


Performance




40 Points




Minutes




15 Points

Inclusive Meeting Exercise Grading 
Names: ________________________________________________________________________

________________________________________________________________________
Topic: ________________________________________________________________________

Sufficient Quantity of Agendas: ​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Quality of Background Presentations: ___________________________________​_

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Commencement of Discussion: ____________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Performance and Style (Posture, Eye Contact, etc.): _______________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Transitioning Between Sections/Facilitators: ______________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Professionalism: ________________________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Development of Action Plan: _____________________________________​________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Quality of Facilitation: _________________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Time Management: ______________________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Overall Meeting Quality: _______________________________________________

Poor (1)
Fair (2) 
Adequate (3)

Excellent (4)

Comments: ______________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Performance Grade:    ________/40
