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COMM 1210 01:  Effective 

Speaking & Presenting 
Course CRN: 21873 
Semester/Year: Fall 2022 
 

Instructor Information 

Faculty Name: Heather J. Macpherson 
Clark Email: hmacpherson@clarku.edu 
Office Hours:   By appointment or as stated below 
 
I am available through email at any time and through appointment, as necessary. You can usually 
expect a response to emails within two business days. 
 
Office Hours:  Virtual Office hours will be held each Thursday from 6 PM-7 PM ET. Zoom Link for 
Office Hours:   https://clarku.zoom.us/j/99956042056 
 
Course Meeting Zoom Link: https://clarku.zoom.us/j/96702939460 

https://clarku.zoom.us/j/99956042056
https://clarku.zoom.us/j/96702939460


© 2021 Clark University  

Course Overview 

Summary  

COMM 1210 Effective Speaking and Presenting prepares participants for the challenges of 

effectively speaking to groups and individuals, including culturally diverse audiences. We 

examine the various types of speaking situations that participants are involved with on a regular 

basis. Throughout the course, each student will compose, practice, and deliver different types 

of speech through different modes of presentation in order to analyze and discuss how we can 

continue to develop and improve our communication in various settings. 

 

Student Learning Outcomes 

Note: The following SLOs are specific to the Communications program through SPS. 

• Analyze a variety of professional rhetorical situations and produce appropriate texts in 

response. 

• Formulate appropriate and ethical communication choices in presentations based on 

audience and situation. 

• Articulate the different sides of ethical issues and defend their own views in discussion 

and in writing. 

• Analyze human experience by examining similarities and differences in a global or 

international context. 

• Apply appropriate mathematical, statistical, or computational strategies to solve 

problems. 

• Discuss the role of science in society and its ethical conduct. 

• Recognize how social, political, historical, and economic institutions shape societal and 

individual behavior. 

Upon satisfactory completion of this course, students should be able to: 

1. Demonstrate competence in oral and written communication, including public speaking, 

argumentation and reasoning, and deliberation. 

2. Recognize the communicative implications of human diversity, including issues related to 

race, culture, class, religion, gender, sexual identity, and disability. 
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3. Create messages appropriate to audience, purpose, and context. 

4. Critically analyze messages. 

5. Apply ethical communication principles and practices. 
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Course Format  

Although the course is fully online, it is a robust course with significant engagement requirements. 
Students are expected to participate regularly every week in Moodle across all activities (viewing, 
listening, reviewing, writing, discussing). Missing some or all of a week’s activities will most likely 
reduce your grade due to the loss of participation. There will be no makeup or extra credit 
assignments. 
 
If the course is either hybrid or completely onsite, it is a robust course with significant engagement 
requirements.  Student are expected to participate and complete assignments on time as outlined 
specifically by the course instructor.  Hybrid and onsite faculty please articulate expectations for in-
person and online assignments/work and give an example here.  Delete italicized text when done. 
 

Course Resources 

Required Materials  

Exploring Public Speaking, 4th ed. This is an open educational resource and you can access the 
textbook at this link: 
https://oer.galileo.usg.edu/cgi/viewcontent.cgi?article=1000&context=communication-textbooks 
 
If copy and pasting the above link into your browser does not work, please go to this link and 
“Download the Full Text”: https://oer.galileo.usg.edu/communication-textbooks/1/ 
When the PDF opens, you should see “Summer 2019” followed by “Exploring Public Speaking, Fourth 
Edition.” 

Other Requirements 

Please use your Clark University One Drive to complete writing assignments using the MS Office 
Suite. Submit your assignments as Word documents to our Moodle site. No PDFs please! 
 

Writing   

All written assignments must follow the APA (American Psychiatric Association) format.  
Writing resources are available at https://www.clarku.edu/departments/writing-at-clark/resources/ 

Grading / Engaged Academic Time 

It is “engaged academic time” that determines how many credit hours a course is worth. One unit 
Clark courses are designed for 180 hours of engaged academic time. The table below outlines an 
approximation of how the hours are distributed in this course. 
 

Activity Detail Estimated hours Percentage of 
grade 

https://oer.galileo.usg.edu/cgi/viewcontent.cgi?article=1000&context=communication-textbooks
https://oer.galileo.usg.edu/communication-textbooks/1/
https://www.clarku.edu/departments/writing-at-clark/resources/
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Readings 3 hours each x 14 weeks 42 N/A 

2 min. speech One 2 min. speech 14 10 

Informative speech 4 min. delivery plus typed 
copy 

12 10 

Presentations 2 5-7 min. presentations 
using ppt. and written script 

20 20 

Special Occasion 
Speech 

3-4 min. speech 12 10 

Speech Forums 3 forumsx3 weeks 20 20 

Short Paper 5 pg. paper w/ sources 40 20 

Discussions Discussion each week 20 10 

 TOTAL 180 100 
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Clark Graduate Grading Scale 

When converting "letter grades" to "numeric grades" (or vice versa), the following values will be used. 
 
Grade Number to letter Letter to number 

A 95-100 100 

A- 90-94 94 

B+ 87-89 88 

B 83-86 85 

B- 80-82 82 

C+ 77-79 78 

C 73-76 75 

Fail below 73 72 

IN Incomplete  (Requires Associate Dean approval) 

Participation, Due Dates, and Late Work 

All the assignments are due by midnight on the date shown in Moodle. Students are expected to 
participate fully in all activities. Students are expected to participate in a manner appropriate to a 
business meeting, treating their colleagues with courtesy and respect. The allowance of additional 
time to complete assignments because of illness is at the discretion of the instructor. 
 
Personal illness, urgent family business, work-related issues, and other emergencies are the only basis 
for not submitting an assignment when it is due. If you need an extension, a request should be made 
in writing prior to the due date of the assignment. 

Assignment Descriptions  

2-min Speech (10%) 

This first assignment of the semester is a fun way to deliver your first speech on a topic of your choice. 
After speeches are delivered, we’ll discuss and analyze each other’s writing, style, etc. 

4-min Informative Speech (10%) 

Writing and delivering a speech that contains information for a diverse audience is a primary mode of 
communication, so how that information is conveyed through language is crucial to a listening 
audience. This assignment provides an opportunity to challenge yourself to use language only to 
provide necessary understanding. 
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5-7 min Presentations (20%) 

As we move forward in the course you will deliver two presentations, a combination of speech and 

visual aid, in this case, PowerPoint. One presentation asks you to utilize persuasive speech and 

techniques while the other requires you to teach a process of your choice. These presentations are an 

opportunity to combine your speech, writing, and presentation skills. 

3-4 min Special Occasion Speech (10%) 

At some point in your professional and/or personal life, you may be asked to write and deliver a 
speech for a special occasion. This type of speech delivery, depending on the recipient and the 
audience present, allows you to pull from personal anecdotes, humor, and other areas of experience. 

Speech Forums (20%) 

The speech forums are extremely important and rely on your participation to respond to each other’s 
written copy—typed copies of speech and scripts that will then receive analytical and ethically focused 
feedback. 

5 pg. Short Paper (20%) 

Your short paper is on a topic of your choice related to the course readings. For example, you might 
choose to focus on logical reasoning in process speeches; ethical concerns and the culturally diverse 
audience. You might choose a chapter from the text that you particularly enjoyed and expand the 
research on that chapter. The short paper asks you to use our course text but also do additional 
research and use peer reviewed source material.  
 

Discussions 
Discussions are a central part of this course, how you will learn, and how you process the readings and 
materials presented. You will be asked to review a variety of materials – either in the textbook, from 
external sources or in videos. Based on these materials, you will address a number of prompts set by 
your instructor in the discussion forums. You will then reply to at least two classmates for each 
prompt and continue the conversation by challenging their answer, asking more questions, or adding 
to their understanding. For more information, see Moodle. 
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How to be a Good Online Classmate  

These guidelines are presented so that we can agree that during the course of this class, we will all 
interact with each other in a positive, professional, cooperative, and supportive manner.  

• Prepare for discussions prior to engaging in them. This includes reviewing all assigned 

materials and reading any posts already in the forum. 

• All writing should be professional, consisting of complete sentences and free of grammatical 

and spelling errors. “Texting” or "chat" language is not appropriate. Also consider that slang 

can be misunderstood or misinterpreted. 

• Be careful when using sarcasm and humor. Without social cues, such as facial expressions and 

body language, a remark meant as humorous could come across hurtful or offensive. Don’t 

assume that the use of emoticons are enough to convey your tone or intent. 

• Use a short, meaningful description in the subject line in an email or discussion post. Your 

subject line should summarize your main point in 10-words or less. 

• Capitalizing whole words is generally seen as SHOUTING. Avoid ALL CAPS, and repeated 

punctuation!!! 

• Be courteous about what you say to or about others. The golden rule is "Remember the 

Human"; there is a real person with real feelings on the ‘other side’ of the computer. 

• Be respectful and open to opinions and ideas that differ from yours. The exchange of diverse 

thoughts, ideas and opinions are an important part of the scholarly environment. Be sensitive 

to the fact that there will be cultural and linguistic backgrounds different to your own, as well 

as different political and religious beliefs. 

• The posting of messages that are deliberately hostile and insulting is not appropriate under any 

circumstances. While everyone (learners and instructors alike) is encouraged to share ideas 

and opinions openly, you should never use insults or resort to name-calling even if you 

disagree strongly with what someone else has written.  

• Allow for misunderstandings. Keep in mind that writing often conveys the incorrect tone or 

intention in the absence of nonverbal communication. You should make allowances. What you 

may perceive as rudeness may be unintended. 
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Course Schedule   

This schedule is subject to changes. Please 
review the Moodle course for the most up-to-
date information. 

Week 1, Aug. 31 

Materials 

• Intro to Public Speaking, Audience 

Analysis & Characteristics (ppt.) 

Activities 

• Introductions 

• Discussion 

Homework 

• Read ch. 2,3 & 4 

• Write a 2-minute speech on a subject of 

your choice to deliver in class; submit 

typed copy to Moodle before we meet 

Assignments Due: 

• Nothing due today 

Week 2, Sept. 7 

Activities 

• 2-minute speech deliveries 

• Discussion 

Homework 

• Read ch. 4, 5 & 6 

• Speech Forum #1: Ethical and analytical 

feedback  

Assignments Due: 

• 2-min. speech exercise 

• Reading for discussion 

 

Week 3, Sept. 14 

Materials 

• TedTalk: Julian Treasure 

• Informative Speech (ppt.) 

 

Activities 

• Reading exercise for informative speech 

Homework 

• Read ch. 7 & 8 

Assignments Due: 

• Reading for discussion 

Week 4, Sept. 21 

Materials 

• Presentation Aids in Speaking (ppt.) 

• Effective Language & Usage (ppt.) 

Homework 

• Read ch. 11 

• Write a 4-minute informative speech for 

a diverse audience; submit typed copy to 

Moodle before we meet 

Assignments Due: 

• Reading for discussion 

 

Week 5, Sept. 28 
Activities 

• Information speech deliveries 

Homework 

• Read ch. 13 

Assignments Due: 

• Speech Forum #2: Ethical and analytical 

feedback on information speech 

• Reading for discussion 

Week 6, Oct. 5 

Materials 

• Logical Reasoning (ppt.) 

Activities 

• Discussion 

https://www.youtube.com/watch?v=rRepnhXq33s&t=2s
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Homework 

• Read ch. 15 

Assignments Due: 

• Nothing due today 

 

Week 7, Oct. 12 

Materials 

• Persuasive Speaking (ppt.) 

Activities 

• Mid-semester learning assessment 

Homework 

• Write and deliver a 5- 7 min. persuasive 

presentation using powerpoint 

Assignments Due: 

• Reading for discussion 

Week 8, Oct. 19 

Activities 

• Persuasive ppt. presentations, 5-7 min. 

Homework 

• Complete persuasive ppt. rubric and 

submit to Moodle 

Assignments Due: 

• presentations 

Week 9, Oct. 26  

Materials 

• Effective Listening (ppt.) 

Homework 

• Write a 5–7-minute speech that explains 

a process of your choice to a diverse 

audience 

Assignments Due: 

• Rubrics due 

 

Week 10, Nov. 2 

Activities 

• Process presentation deliveries 

• Discussion 

Homework 

• Write a 3–4-minute speech for a special 

occasion of your choice; post a typed 

copy to Moodle before next class 

Assignments Due: 

• Process presentations 

Week 11, Nov. 9 

Activities 

• Special occasion speech deliveries 

• Analysis and feedback 

Homework 

• Speech forum #3: Ethical and analytical 

feedback 

Assignments Due: 

• Special occasion speeches 

Week 12, Nov. 16 

Materials 

• Cultural diversity in public speaking 

(ppt.) 

Homework 

• Short paper assigned 

Activities 

• Nonverbal communication exercises 

Assignments Due: nothing due today 

Week 13, Nov. 23 

Research week: no formal class meeting, 

but instructor is available in Zoom. 
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Week 14, Nov. 30 

Final course assessment 

Impromptu public speaking 

Assignments Due: short essay due 

December 1 
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Campus Resources 

Library Access and Resources 

The Clark University Libraries subscribe to many academic resources and offer research assistance for 
anyone in the Clark community, including students at a distance. The library team offers short 
tutorials on how to use library resources and the basics of academic research in a Moodle course 
called "Library Research Tutorials". The Goddard Library Homepage contains links to databases, 
course research guides, and descriptions of services. For assistance with conducting research or help 
with a database, use the Goddard Library Online Help to connect with the library team by phone, 
email, text, or chat.  
 
Clark faculty, staff, and students with domain accounts may access all Clark databases remotely with 
their Clark University credentials. These are the same way you sign into Moodle and your Clark email. 
Here you can access over 100 databases and multiple resources to complete your research needs. The 
library hours are 8am to midnight Monday through Thursday, 8 am to 10 pm on Friday, 10am to 
10pm on Saturday, and noon to midnight on Sunday (all times U.S. Eastern Time). Online access is 
available 24 hours per day. For more information follow this link: 
http://www.clarku.edu/research/goddard/ 
 
When you are off-campus and accessing library resources (such as journal articles or online books in 
the holdings) you may be prompted for your Clark credentials (username/password). 

Technology Requirements 

To be successful in this course, you will access materials and submit assignments in Moodle regularly. 
It your responsibility to ensure that you can do so. At a minimum to access Moodle, you will need 
access to the Internet and a supported Web browser (Chrome, Internet Explorer, Firefox, Safari). 
In general, you will be expected to submit assignments in MS Word, Excel, PowerPoint, or PDF 
format (Clark provides MS Office at no extra cost if you need it). Unless the assignment specifically 
requires an alternate format, please be sure to submit in one of the above formats or I reserve the 
right not to grade the assignment. If students need assistance with converting or formatting 
documents, they should contact the ITS Help Desk. 
 
If you need technical assistance with Moodle, using your Clark accounts or with software used for 
completing course assignments, contact the ITS Help Desk. You may visit the Help Desk in person at 
the Academic Commons in Goddard Library, email them at HelpDesk@clarku.edu or phone them at 
508- 793-7745. Their hours are available at http://www.clarku.edu/offices/its/support.cfm 

Policies 

Accommodations for Individuals with Disabilities 

Clark University is committed to providing students with documented disabilities equal access to all 
university programs and facilities. If you have or think you have a disability and require academic 
accommodations, you must register with Student Accessibility Services (SAS), by contacting the office 
directly at accessibilityservices@clarku.edu or (508)798-4368. If you are registered with SAS and 
qualify for accommodations that you would like to utilize in this course, please let SAS know 
immediately.  

http://www.clarku.edu/research/goddard/
mailto:HelpDesk@clarku.edu
http://www.clarku.edu/offices/its/support.cfm
mailto:accessibilityservices@clarku.edu
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The Family Educational Rights and Privacy Act (FERPA) 

Students at Clark University are protected by the Family Educational and Privacy Act of 1974 
(FERPA). A description of the Act and Clark’s FERPA policy can be obtained online at 
www.clarku.edu/offices/src/ferpag.shtml. 

Faculty Members are Responsible Employees: “It’s On Us” too 

Faculty members are required by the Office of Civil Rights to report all alleged sexual offenses to the 
university’s Title IX Coordinator   
Exceptions: The only exceptions to this reporting responsibility are the faculty members who have 
been designated and trained as Confidential Sources. The professional staff in Clark’s Center for 
Counseling and Personal Growth and the medical providers at the Health Center are also confidential 
spaces. 
This reporting is necessary to track patterns of offenses so that we can successfully combat all forms 
of sexual harassment and sexual violence on campus. We believe in providing all students with an 
educational environment that is free from discrimination. The sexual harassment of students, 
including sexual violence, interferes with students’ right to receive an education free from 
discrimination and, in the case of sexual violence, is a crime. The Clark faculty is committed to 
making Clark University a safe and inclusive environment for all. 
 

Statement on Inclusion, Equity, and Diversity  

The programs of Clark University aspire to be a collaborative, inclusive and caring community that 
strives for equity and equal opportunity in everything we do; that creates a welcoming environment 
and enables success for people from all walks of life; and that shares common, fundamental values 
grounded in justice, civility and respect while looking to our diversity as a source of enrichment and 
strength. We will work to remain steadfast in our pursuit of equity, inclusion, and diversity.  
Principles 
An inclusive university community is achieved and sustained by seeking a diversity of people and 
perspectives, valuing our differences, and ensuring equitable opportunities. We are guided by the 
interdependent principles of inclusion, equity, and diversity. 
We define inclusion as working together to create a welcoming environment through interpersonal 
interactions that respect and affirm the inherent dignity, value, and uniqueness of all individuals and 
communities. Inclusion is an active process of creating a community in which people have full access 
to relationships and resources that enable their personal and intellectual growth and success. 
Inclusive practices reflect awareness and understanding of the complexity of identity and the 
increasing interconnectedness of our world. 
We define equity as ensuring equality of opportunity in all that we do. Equity requires fairness of 
standards, norms, and practices for all community members. An equitable learning and working 
community provide equal access to all rights, privileges, and resources. 
We define diversity as seeking and realizing the richness of human difference. Diversity is a dynamic 
phenomenon, life enriching and foundational to excellence. We strive to create and nurture an 
environment where a diversity of people, ideas, and perspectives flourish and inspire creativity and 
achievement. 

University Policy on Academic Integrity 

Academic integrity is highly valued at Clark. Research, scholarship, and teaching are possible only in 
an environment characterized by honesty and mutual trust. Academic integrity requires that your 
work be your own. Because of the damage that violations of academic integrity due to the intellectual 
climate of the University, they must be treated with the utmost seriousness and appropriate sanctions 

http://www.clarku.edu/offices/src/ferpag.shtml
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must be imposed. The maintenance of high standards of academic integrity is the concern of every 
member of the University community. 
 
Every student is responsible for knowing the Academic Policies as outlined in the Acalog:   Academic 
Policies - Clark University - Acalog ACMS™ 
 
Several ways in which academic integrity may be violated are outlined below. 
 
Cheating has three principal forms: 
 

Unauthorized use of notes, text, or other aids during an examination or in performance of course 

assignments. 

Copying the work of another. 

Handing in the same paper for more than one course unless the faculty members involved give 

their explicit permission to do so. 

 
Plagiarism refers to the presentation of someone else’s work as one’s own, without proper citation 
of references and sources, whether or not the work has been previously published. Submitting work 
obtained from a professional term paper writer or company is plagiarism. Claims of ignorance about 
the rules of attribution, or of unintentional error are not a defense against a finding of plagiarism. 
 
Unauthorized collaboration refers to work that students submit as their own but which was 
arrived at through a process of collaboration without the approval of the professor. Since standards on 
appropriate or inappropriate collaboration may vary widely among individual faculty, students should 
make certain they understand a professor's expectations before collaborating on any class work. 
 
Alteration or fabrication of data includes the submission or changing of data obtained by 
someone else or not actually obtained in the performance of an experiment or study, except where 
allowed by the professor. It also includes the changing of data obtained in the performance of one's 
research. 
  

http://catalog.clarku.edu/content.php?catoid=26&navoid=2178
http://catalog.clarku.edu/content.php?catoid=26&navoid=2178
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Participating in or facilitating dishonest activities includes, but is not limited to: 

• Stealing examinations 

• Forging grade reports or grade change forms, or altering academic records 

• Sabotaging the work of another student 

• Selling, lending, or otherwise distributing materials for the purpose of cheating 

• Forging or altering Graduation Clearance forms 

• Forging letters of recommendation 

• Forging signatures on any official university documents 

Academic Dishonesty Sanctions 
In determining the appropriate sanction, the Graduate Dean Board will take into consideration the 
student’s prior history of academic integrity, and the seriousness of the violation. Sanctions may 
include but are not limited to one or a combination of the following responses: 

• Letter of warning to the student 

• Grade of zero for the particular assignment 

• Grade of F for the course 

• Academic probation, the length of which will be determined by the Board 

• Notation of sanction on student's academic record 

• Suspension: student may be suspended for one semester or one year; the Board may suspend 

the student without opportunity for transferable credit 

• Expulsion from the University 

Appropriate Use of Clark’s Informational Technology System (ITS) 

The ITS policy sets forth standards for responsible and acceptable use of Clark University's 
Information Technology Systems (ITS) resources. These resources include computer systems, 
computer labs, applications, networks, software, electronic communications and information sources, 
web pages, and related services. It is the responsibility of both the instructor and the student to be in 
compliance with the University Policy. 

End-of-Course Evaluation Surveys 

Your feedback regarding your educational experience in this class is very important to Clark 
University. Your comments will make a difference in the future planning and presentation of our 
curriculum. At the end of this class, please take the time to complete the online evaluation survey 
when it is distributed. 
 
Disclaimer: The instructor reserves the right to make changes to any information contained in this 
syllabus at any time during the semester. Changes will be announced, and an updated version of the 
syllabus will be posted on Moodle and/or distributed to students. 


