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COMMUNICATION 224 

SMALL GROUP PROCESSES 
  

STUDENTS, I VALUE YOUR VOICE, DIVERSE THOUGHTS, CREATIVITY, 
INTEGRATION, AND ORIGINALITY THROUGHOUT THE COURSE! 

 
Professor: Dr. Tara B. Perry     Office Phone:   
Class Location       Office:  
Class:        Office Hours:   
Email: tara.perry@wwu.edu      
Blackboard:  http://mywestern.wwu.edu (See ATUS for questions)  
Note: *The most efficient way to communicate with me is face to face.   
           

 “Live as if you were to die tomorrow.  Learn as if you were to live forever”  
(Mahatma Gandhi). 

 
Note:  The instructor reserves the right to make changes to the course curriculum such as the syllabus, 
course related content, Blackboard (BB), etc., throughout the quarter. Therefore, it is important to attend 
class regularly. All students are required by WWU to be present throughout the quarter and finals week. I 
will not permit anyone to leave early nor will I give students assignments or exams in advance to satisfy a 
personal departure. For questions please contact the Office of Student Life.  
 
4 CREDIT HOURS EXPECTATIONS 
Students are expected to study a minimum of two hours outside of class time per credit hour. This means, 
each student is required to study for Communication 224 at least 8 hours per week outside of class time 
(readings, writing, team meetings, developing assignments, communicating with the professor, studying, 
etc). “Western Washington University has established the following credit load for undergraduate students: 
(a) the standard load per quarter for undergraduates is 15 credits…; (b) an employed student is expected to 
reduce his or her academic program and credit load accordingly” (WWU Catalog, 2007-2008, University  
Academic Policies, pp. 34-35). If you believe you will be unable to meet these study hour requirements, 
consider taking this class during a more suitable quarter.  
 
COURSE DESCRIPTION 
This course will explore the dynamics of human interaction and diversity in small group settings with the 
integration and application of service-learning.  Group tasks will include the development of problem-
solving, decision-making, diversity, critical thinking skills, and much more.  The following will be learned 
in-class and through direct service-learning in the community.  Students will learn about small group 
processes through theory and application while working in a group setting (i.e. in-class and out of class).  
Students will learn how to be more effective members of small groups by immediately practicing course 
theories.  The class is designed to give students a diverse perspective while being a part of several teams 
(service-learning and discussion leading skill activities).  Examples of topics covered in this course include 
verbal and nonverbal communication, culture, leadership, managing conflict, group discussions, 
observation, small group as a system, etc.  
 
COURSE GOAL 
The overall goal of the course is to provide students with the needed concepts, theories, research ability, 
and skills to be effective communicators in a variety of small group settings and teams.  Students should be 
able to apply the class readings, direct service-learning experience, and various assignments to many real 
life settings.  Following this goal, students will have the communicative ability to work in diverse small 
groups, and apply the professionalism learned. 
 
LEARNING OBJECTIVES   
1. To acquire skills that contributes to successful small group participation and satisfaction. 
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2. To improve critical thinking, problem-solving, and decision-making skills in small groups during in 
and out of class. 

3. To develop an understanding of current research, theories, service-learning, and principles of small 
group processes to provide the basis of effective application. 

4. To be able to adapt to diverse group settings. 
5. To gain direct hands on experience by working in small groups with members of the community. 
 
REQUIRED TEXTS 
• Galanes, G., J., Adams, K., Brilhart, J.  (2004). Effective group discussion:  Theory and practice (11th  

Ed).  New York:  McGraw-Hill. (Bring to class daily) 
• Publication manual of the American psychological association (5th Ed). (2002). Washington, DC:  

American Psychological Association. 
ALL PAPERS SUBMITTED MUST BE WRITTEN IN APA STYLE (failure to do so may result in     
loss of points).  

• Pearlman, D. D., & Pearlman, P. R. (2003). Guide to rapid revision (8th Ed.). New York: Longman. 
• Day planner and writing notebook. Bring these to class daily.  
• Positive attitude.  
 
REQUIRED TEXT & MATERIALS 
• Each student is required to bring a day planner to each class period with outlined due dates by the 3rd 

day. 
• Professional attire is required for specific presentations.  This attire is required for the Final SL 

presentation.  An individual may lose points for the entire team if professional attire is not worn.  
Attire includes: dress pants, polished shoes, ties, skirt, and dress- shirts & blouses. No: sports socks, 
jeans, khakis, hats, open toe shoes or dirty shoes.    

• Assigned hand-outs by the professor/guests/service-learning fellow coordinator and Blackboard course 
pages. 

• One 3-ring binder notebook and dividers for each major assignment (due by 3rd day of class). 
• Positive Attitude  
   
ACADEMIC DISHONESTY POLICY AND PROCEDURE  
Western Washington University students have an obligation to fulfill the responsibilities of their particular 
roles as members of an academic community. Honesty is essential to learning; without it, fair evaluation for 
all is impossible. Academic integrity is demanded, and academic dishonesty at Western Washington 
University is a serious infraction dealt with severely. Students shall not claim as their own the 
achievements, work or arguments of others, nor shall they be a party to such claims. It is the instructor’s 
responsibility to confront a student and to take appropriate action if academic dishonesty, in the instructor’s 
judgment, has occurred (Appendix D, Western Washington University). 
 
PLAGIARISM 
Plagiarism is presenting someone else’ own work in whole or in part the argument, language, creations, 
conclusions, or scientific data of another without explicit acknowledgement. Examples include but are not 
limited to: (1) Using another person's written or spoken words. (2) Using information from a World Wide 
Web site, CD-ROM or other electronic sources. (3) Using statistics, graphs, charts and facts without 
acknowledging the source of the ideas. (4) Paraphrasing, which is using someone else’s argument without 
acknowledging the source by imitating the argument using other words (Appendix D, WWU; Western 
Washington University Library, http://www.library.wwu.edu/ref/plagiarism.html). Students are required to 
use the APA 5th edition manual to make certain that she/he has not violated plagiarism rules for any written 
or oral assignment (see Blackboard regarding plagiarism chart).  
 
 
 
PROFESSOR COURSE POLICIES 
Visit Blackboard for a detailed discussion regarding course policies.  All students are responsible for each 
policy noted.  Be sure to review course policies including: attendance, late work, respect, collaborative 
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learning, cell phones, late to class, readings, paper styles, giving love, syllabus etc. See Blackboard for 
more details. 
 
ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES 
ADA Statement: The Americans with Disabilities Act requires that reasonable accommodations be 
provided for students with physical, sensory, cognitive, systematic, learning, and psychiatric disabilities. 
Reasonable accommodations are available for students who have a documented disability. Please notify the 
instructor and Office of Student Life during the first week of class of any accommodation(s) needed for the 
course. Late notification may cause the requested accommodations to be unavailable. All accommodations 
must be approved through David Brunnemer, Director of Disability Resources. His office is located in 
Student Support Services, Old Main 110. Office Phone: 650-3083. E-mail and Website: drs@wwu.edu, 
http://www.wwu.edu/depts/drs/.  
 
Evaluation Criteria:   
The purpose of student evaluation is to inform students of their performance during the quarter by written 
and verbal feedback. All students will be held to the outlined academic performance standard provided. To 
be evaluated is an important way to improve one’s performance. Potential employers, as well as graduate 
school committees, are interested in student performance. Often candidates are compared regionally, 
nationally, and internationally with others. For students’ future success, my aim is to assign the grade that 
was earned. For example, a below average performance does not result in an average performance, an 
average performance will not result in above average performance, and an above average performance will 
not result in exceeding basic criteria. If students aim to meet the minimum criteria, the grade would result 
in a C. If students aim to exceed the basic/minimum requirements, a B may be earned, and so forth. The 
scale is to assist students in clearly understanding my evaluation process. Overall, the grading standard for 
performance evaluation: 
 

A: is for outstanding performance - significantly exceeded all basic criteria/minimum. 
B: is for above average performance - exceeded basic/minimum criteria in some way. 
C: is for average performance - met basic/minimum criteria. **A “C” is not a failing grade or a 
punishment. This grade indicates the student has met the basic criteria and performed at an 
average/acceptable level. 
D: is for below average performance - failed to meet some basic criteria. 
F: is given for unsatisfactory performance - failed to meet any criteria. Did not follow or reach the 
assignment guidelines or requirements. 

 
GRADE DISTRIBUTION  (TOTAL POSSIBLE POINTS )   
A= 350-333 (100%-95%)   A-=332-315 (94%-90%)  
B+=314-305 (89%-87%)  B=304-294 (86%-84%) B-=293-280 (83%-80%)  
C+=279-270 (79%-77%)  C=269-259 (76%-74%) C-=258-245 (73%-70%) 
D+=244-235 (69%-67%)  D=234-224 (64%-66%) D-=223-210 (63%-60%)  
F= 209-0 (59% and below)  
 
GRADING 
Every effort will be made to grade and return course materials within a week of their completion. Written 
papers will take extended time to grade. All assignments given to the professor must be stapled or paper-
clipped. The professor will not be responsible for unstapled papers. It is the students’ responsibility to keep 
extra copies of all turned-in and graded assignments. Each assignment is accompanied by a form that 
students need to retrieve from the professor’s Blackboard Website. Students will not be able to complete 
assignments without forms or descriptions of assignments posted. The professor has the right to 
change/alter point distribution throughout the academic quarter.  
 
EVALUATED ASSIGNMENTS 
Chapter Team Discussion Leaders (SL connection)   30 
Service-Learning Team Progress Reports (oral/written) SL  45    
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 1 @ 25 (oral and written) 
 Written 
 Weekly professor updates (email) 
Participation        50 
 In-class critical discussion  
 Chapter questions and comments 
Informative SL  Presentation in class  (SL)    60 
 Outline 20 
 Presentation 25 
 Professional attire 5 
 Overall professionalism 5       
Journal Reflection Paper (SL)      65 
Exam(s)          100   
      Total Points:  350 
 
 
 
GOALS FOR DIRECT SERVICE-LEARNING: *As a class we have a civic responsibility to serve 
others as team members, to learn from one another, and to be active learners.   
 
Note: You are to implement small group communication concepts from class in every aspect of your 
service-learning experience and other situations.  Every student is expected to be professional.  
Professionalism includes being on time for every meeting, participating in all aspects of the group process, 
communicating your ideas effectively, and demonstrating respect for everyone. You are representing 
WWU therefore your performance at the S.L. agency must be professional. You are to join the service 
learning organization in your small group by providing service to citizens the agency serves.  You are 
required to take the theories learned and apply them daily. You are providing a service to the organization 
(final project/presentation) and the organization is giving you the opportunity to gain experience and apply 
the small group theories to construct in class assignments. The goals of direct service-learning are: 
• To effectively work with a service-learning organization as a small group. 
• To develop a growing partnership with your contact person and citizens the agency serves. 
• To gain hands on experience with the community and gain knowledge of diversity. 
• To gather information of the agency, mission, vision, structural chart, articles at or prior to the first 

meeting. 
• To identify communication styles, leadership, conflict management, and group formation. 
• To provide clear communication between the student, community partner, instructor, needs, deadlines, 

goals, and daily concerns.   
 
First Service-Learning Meeting and Project 
All members are required to dress semi-professionally as noted under required text and materials. Students 
are required to invite agency community partner(s) to the final informative presentation.  Inform the 
organization contact person during your initial face to face meeting.  This meeting is one of the most 
important meetings of the quarter.  Please dress professionally for your 1st agency meetings.  Be sure to 
submit your individual log sheet to the professor on the final day of your presentation at the end of the 
quarter.  Each student will serve a minimum of 12 hours for their projects.  Students spend a minimum of 
one-hour a week on the project outside of class or arranged time by the community partner.  Students in 
Comm 224 must work on the projects together in small groups designed at the beginning of the quarter.  
Failure to show up as a team will result in a failing grade.  If you have concerns, please inform me ASAP. 
We will discuss preference for non-profit organizations and other direct service opportunities.  Hours can 
not be completed in one or two weeks, they must be distributed over the entire quarter. I expect teams to  
 
 
meet at the agency at least once a week or every other week. See SL coordinator or myself for questions or 
concerns.  (See Blackboard for description) 
 
Hours Described:  Minimum of 13 hours required PER PERSON 
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 1-hour minimum: 1st initial meeting at the agency (All members must attend) 
 8-hours minimum: Direct service in the community (distributed over the quarter) 
 4-hours minimum: Preparation and development time for projects (e.g. group meetings) 
Note: Service learning group projects MUST be fully completed with the designated organization by the 
due date provided.  Also submit individual log sheets at the final presentation with the contact person’s 
signature (be sure to have your log signed at each visit and calculate your hours).  Incomplete projects as 
well as inaccurate log sheets will receive an ‘F’ for the class grade.  A member of the organization and the 
Center for Service-Learning will notify the instructor of groups who have completed the project.   
 
Student Critical Reflection 
Throughout the course, the professor will engage students in daily reflections of course content throughout 
lectures and engaged class discussions.  Critical thinking is an important skill that every student should 
acquire therefore reflective assignments, activities, and exams will be presented. 

• Reflection: Thoughts and feelings regarding experiences in group communication, critical 
connection between in-class material, and the actual service learning agency.  A key component of 
service-learning is REFLECTION which is implemented throughout your assignments and the 
course.   You are expected to think, write, speak, and act.  

• Critical Thinking: “The purpose of critical think is, therefore, to achieve understanding, evaluate 
view points, and solve problems.  Since all three areas involve the asking of questions, we can say 
that critical thinking is the questioning or inquiry we engage in when we seek to understand, 
evaluate, or resolve” (Victor, 1992, cited by M. Connelly, 2004, p. 2, Critical thinking across the 
curriculum: building the analytical classroom). 

 
GROUP MEMBER ISSUES  
Peer Dismissal/Fire 
Teams are responsible to adjust to group issues just as you would in any class/job, but if a particular 
member(s) continues to be a problem and/or social loafer please notify the professor immediately.  If the 
problem continues after the issue has been discussed with the member, conduct a meeting with the 
professor, team, and member. (See Blackboard for description). 
 
ASSIGNMENTS:  Please see description of class assignments and individual forms (located on 
Blackboard) constructed by the professor for more descriptive guidelines.  There are no make-up 
assignments or exams. 
 
Unannounced Collection of Daily Chapter Questions/Comments: Each student is required to 
bring ONE well thought and developed open ended discussion question that directly relates to the assigned 
chapter.  (See Blackboard for description) 
 
Chapter Team Discussion Leaders (DL): Students (depending on class size) will be responsible for  
presenting an organized discussion based on the chapter/article reading.  In other words you are responsible 
for including the class in a 20 minute discussion.  Each student will be responsible for bringing an 
evaluation sheet that accompanies this assignment. Each leader should discuss how the chapter or article 
best relates to self, service-learning experience, clarifications needed, questions regarding the chapter, 
aspects of the chapter that were most interesting, and an applied activity (no more than 5 minutes).  (See 
Blackboard for description) 
 
Participation:  Students are expected to participate daily in class discussions, exercises, feedback to 
discussion leaders, past & personal experiences, activities assigned, role plays, skills, and most importantly 
professionally present yourself daily etc.  Due to the nature of this class, punctual attendance is important 
both in and out-of-class meetings.  Five points, per class will be deducted after the first absent.  Arriving 
late to class may result in point deductions.  (See Blackboard for description)  
 
Service Learning Reflection Oral/Written Progress Reports:  Oral and written progress reports 
will be given throughout the quarter by each group.  The key purpose of the progress report is to REVIEW 
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the project’s purpose, discuss the current status of the project, identify issues and problems, and to describe 
your next milestone.  (See Blackboard for description) 
 
Informative SL Presentation:  You are to give a professional, final informative group presentation on 
your experience with the service-learning agency.  (See Blackboard for description)  
 
Journal Reflection Paper: Students are required to keep individual observation reflective notes of each 
team meeting in-class and out of class.  The goal is to critically evaluate yourself each week based on your 
small group communication.  As you reflect, please be sure to integrate the chapters and your service-
learning experience.  (See Blackboard for description) 
 
Exam:  In-class exams will focus on integration of the following: lectures, service-learning, applications, 
skills, concepts learned from the text, articles, service learning content, analysis, in-class discussions etc. 
 
COURSE OUTLINE: Complete readings by the first class meeting of each day.  Discussion leaders 
will be responsible for presenting on their assigned day.  Students are responsible for all chapters and 
articles that may not be discussed.  It is the student’s responsibility to review the all assignments and notes 
on Blackboard. The professor will not bring extra forms to class, therefore, please be sure to download the 
appropriate assignment.  Keep in mind that chapters are not read in any order.  
 
Week   Date  Chapter/Topic 
    Turn cell phones off before entering the classroom. 
1    *Orientation: Course, expectations, get to know ex, quote 

Discuss: Syllabus, discussion leader (DL) responsibility, policies,  
Questions/comments per chapter reading, SL projects & rationale. 
Sign-ups: DL, snacks.  Assign: Day planner with due dates, Log onto 
Blackboard, bring a personal quote to class, and a binder with dividers 
separating main assignments by 3rd day.  Label dividers according to 
assignments.  

    *Guests: Service-Learning workshop includes project/guests/select  
sites/teams log sheets.  Due: Quotes and syllabus. 
CH. 1 The Small Group in Everyone’s Life. Discuss: Reflective 
Journal. Assignment: 1. SL teams must contact agencies (by phone),  
2. Have a face to face mandatory team meeting with agency, 3. 
Complete partnership agreement form and submit to professor, 4. Email 
professor a memo stating the outcome of the first meeting. 5. As an 
attachment to the email, please include the team agenda, minutes, and 
all meeting dates with agency and team for the quarter.  
(Missed/late reports will receive a 5 point reduction.) 

      
2    Discuss team mission/individual Expect, Ch. 2 Small Group as a  

System. Discuss: Agenda, Memo, & Minutes Lecture, (team meet to 
discuss plans). Team meeting (Hopes/Concerns etc) 

 Ch. 3 Human Communication Processes in Small Groups; Team 
meeting.  Discuss: Review Progress Report #1.  Due: Emailed memo 
and agenda, partnership agreement form, and meeting with agency by 
4/6 or 4/7. 
 

3    Ch 15 Observing Group Discussions and appendix A/B; Students share  
initial SL contact. Discuss: SL Final Informative Presentation/Outline.  

 Team meeting.  
 Ch. 5 The Effects of Culture on Small Group Communication; Ch. 10 

Serving as Designated Leader 
   

4    Exam #1. (1, 2, 3, 15, 5, 10) 
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 *Team out of class meeting; Ch. 8 From Individuals to Group: 
Fantasy & Cohesiveness; Groups meet to discuss how Ch. 8 relates to 
your group process & email a one page report to Dr. Perry. 

 
5    Ch. 7 From Individuals To Group: Norms & Roles;  
    Ch. 6 The Members; team meeting 

 Ch. 4 Verbal and Nonverbal Signals in Small Group Comm.            
Due: Oral/Written Progress Reports#1; Assign: Midterm feedback 
(service-learning and class). 

 
6    Ch. 11 Problem-Solving Discussion; team meeting 

  Ch.9 Perspectives on Leadership in Small Groups; 
Ch 12 Decision Making in Small Groups 

 
7    Exam #2 (4, 6, 7, 8, 9, 11, 12, 13) 

  Movie Viewing  
 

8    Movie Viewing Discussion. Ch. 13 Managing Conflict in Small  
Groups, Due: Progress Report #2 (written only); Assign: Ch. 14 
Special Discussion Techniques and Methods for Face-to-Face and 
Computer-Mediated Groups. 

    Class meeting 
   
9    Due: Journal Reflection Paper. Team meeting  

  Team meeting 
 
10    Due: SL Presentation & Outline Due; MANDATORY WEEK 
    (10 pts will be subtracted for not showing up for team presentations) 

Teams 1, 2, & 3 (teams 4 & 5 bring food & celebrate ), class 
evaluation 

 Teams 4 &5 (teams 1, 2, 3 bring food & celebrate ), SL final 
evaluation       

 
       

11    FINALS WEEK TBA 
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COURSE POLICIES  
 

 COURSE POLICIES & CONDUCT 
 
 EMAIL ETIQUETTE & COMMUNICATION 

COURTESY 
 
 GRADE APPEAL POLICY
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Professor Course Policies & Conduct 
 
Note: Each student is responsible for reading and following the policies listed. These policies 
will impact your participation grade. 

 
“Great ability develops itself increasingly with every new assignment” 

 (Gracian, Baltasar) 
 
• Collaborative Learning/Participation:  It is crucial that students actively take part in class 

discussions by sharing personal experiences to be able to apply interpersonal communication 
concepts. Your voice is important to your peers and me.  This is an environment for students 
to express their thoughts.  Questions will be randomly asked on readings, so please come 
prepared.  

 
• Blackboard/Web Access: In order to keep current with the trends/technology and to 

communicate with you, I have placed my course on BB.  All students are required to log 
onto their blackboard account by the first day of classes. Most course content is located on 
BB.  Students are required to check BB daily for the most current course announcements, 
postings, and assignments. 

 
• Quiz/Exam: All exam/quiz content may come from class lectures, BB postings, text book 

readings, peer presentations, guest presentations, etc. Missed exams/quizzes may not be 
made up unless the student has an excused absence from the university. 

 
• Illness: Please do not come to class if you are sick. Your absence will be excused if you 

have a doctor’s note or a letter from the Office of Student Life. 
 
Behavior and Conduct: 
According to WWU, there are certain behaviors that students are expected to adhere to in the 
university classroom. If a student is disruptive, rude, disrespectful, aggressive in tone, conducts 
side conversations during lectures/presentations, etc., he/she will be asked to leave. The student 
may also be reported to the Office of Student Life, Judicial Office for misconduct. In addition, 
please wait until the end of class to pack up your bag and course materials.  
 
• Mediated Tools (Cell phones, pagers, text messaging, laptops, newspapers, etc): All cell 

phones, technological devices, and media material MUST be turned off/silenced, and put 
away before entering the class room. Such devices affect the success of class lecture, student 
speeches, and discussions. In addition, if students bring a laptop to class, please do not check 
your email, work on other course materials, play games, browse the web, or indulge in 
activity that may distract other students and the professor. Disruptive members will be asked 
to leave and points may be subtracted after the initial disruption. Please be courteous to your 
peers and professor. Text messaging during class is considered disruptive, therefore if caught, 
students may be asked to leave the classroom for the duration of the class period. 

 
• Attendance: Students are expected to attend and actively participate in class discussions, 

exercises, and reading of assigned materials. Not only is this expectation reflected in the 
participation points listed, but exams will include information covered in class discussions 
and lectures, as well as material covered in the readings. Therefore, failure to attend class will 
detract from more than just the participation points. Students are permitted to have one 
unexcused free day but may not use it when assignments are due. For every unexcused 
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absence after the free day (absences not waived by the university) five points will be 
subtracted for every absence. Assignments that are missed will not be rescheduled. For 
emergencies, please contact me. It is important to attend class and communicate with me at 
all times. Failure to show up for a presentation, exam, and assignment will result in a zero for 
that given assignment. 

 
• Late to class:  Get to class on time.  If you are on the other side of campus and happen to 

come in late, don’t disrupt the class or presenter.  Please wait outside the room until it is less 
distracting to enter.  Being late is distracting in any class, especially a communication course.  
Points may be subtracted for ongoing late arrivals (after the initial late arrival, points may be 
subtracted). 

 
• Respect & Attitude: I expect common courtesy when your peer(s) or instructor is speaking.  

This means, no talking while your peer is presenting, no reading material such as the Western 
Front or other materials.  Also, profanity and derogatory language of any sort is not permitted 
in this class. 

 
• Late Work: Assignments are due at the beginning of class, not in my box or by email.   Late 

work may not be accepted.  Print your assignment in advance to prevent printing errors.  If 
you have concerns, please see me as soon as possible.  

 
• Text and Readings:  Bring your text and syllabus to class daily. You are required to read the 

text in its entirety.  Students are responsible for reading the text, reflecting on its contents 
through writing, and using it as a basis for class discussion/participation.  Also, it is important 
that you apply the text to your personal life and interactions. 

 
• Papers:  All written assignments must be double-spaced, typed, and one-sided.  Hand-written 

papers will not be accepted.  All papers must follow APA format and must be accompanied 
by a title page for professionalism, unless noted otherwise by the instructor.  Points may be 
subtracted for incorrect formats, grammatical, or spelling errors. Include your name, class 
title, title of the assignment, date, and student number.  Be sure to re-read your papers for 
grammatical errors.   

 
• Constructive Criticism AKA ‘Giving Love’/ The Love Sandwich:  I expect all students to 

give one another constructive feedback on their assignments and presentations.  I define 
constructive criticism as giving your honest feedback with helpful suggestions for your peers 
to improve.  This should be done with respect, care, and thought.  Do NOT offend anyone or 
their work in anyway.  The key is to assist your peers in becoming more effective 
communicators.   

 
• Technology Failure: Always have a back-up of your presentation on overhead, in case there 

are technology problems.  Video cameras and digital cameras may be reserved through media 
services; however you will need my signature for equipment release. 

 
• Syllabus/ Assignment Descriptions: You are responsible to bring your syllabus, text and 

other materials to class DAILY.  
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• Communicate: Be sure to communicate with me for anything.  This includes uncertainty of 
an assignment, feedback needed for improvement, perhaps you are having a bad day and 
you’re unable to meet a deadline, you’re suffering from a stomachache, etc. Communicate 
with me so that I may address your concerns.  

 
• Reminder: If you have any questions about my expectations please ask.  Keep in mind that 

my policies may change.  This course is exciting, fun, and students enjoy it.  As long as you 
have a positive attitude, come to class on time, participate, and complete the majority of 
assignments you should do well.
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Email Etiquette and Communication Courtesy Policy 

Note: The information provided below will inform you of how to professionally contact me. 
Please follow the guidelines below. Thank you for your time and consideration. 

Face-to-Face Communication/Office hours: Face-to-face is the best and most efficient way to 
communicate with me. I enjoy interpersonal communication and getting to know my students. 
*Please do not wait until the end of class to ask me a question because other professors may need 
to use the classroom, I may need to go to another class, conduct a meeting, etc.  I encourage each 
student to meet with me at least once or twice this quarter. Students who have met with me have 
gained valuable resources and ideas for project development, contacts, clarification, résumé/cover 
letter building, and other professional work related information. If you are not able to meet with 
me during office hours due to a class/work conflict then send me an email to set up a meeting on 
Tuesday, Wednesday, or Thursday. Send me a few optional days and times so that I may better 
assist you.  

Email Communication: Please do not use email as the main way to communicate with me. 
Please do not send email unless noted by Dr. Perry. Message requests that may be responded to in 
class or during office hours may not be replied to. In addition, do not use email to send course 
work, address concerns, and/or grades. According to university policy, grade discussions may not 
be discussed via email. Due to the increasing volume of daily email messages received, responses 
to your email may take awhile. When sending email to me, please indicate in the subject line 
which communication class you are in and the topic of concern. Keep your messages direct and to 
the point. Send email messages in memo format (see samples posted on BB) and use formal (not 
informal language), double-check spelling/grammar. This will allow me to respond more 
efficiently. I will not read lengthy email messages (unless requested). If you have an emergency, 
please contact me by phone or request a letter from Student Life. Keep in mind that a phone call, 
a letter from student life, or face-to-face interaction would be best for your confidentiality. Please 
do not email the professor during the weekend and expect a response. All emails should be sent 
Monday through Thursday and if requested by the professor. 

Telephone Communication: If you do not have a local Bellingham (360) phone number, I will 
not be able to contact you unless it is an emergency. With the increasing number of cell phone 
long distance numbers, we can no longer afford to call each student. I can call students using long 
distance if there is a major concern or emergency.  

No office drop-ins: I will meet with students only during office hours and by appointment. 
Please do not drop-in. 

Assignments/Grades: Please do not email your assignments to me unless requested. They are 
due in class. It is the students’ responsibility to keep track of all grades returned by the professor, 
therefore please do not ask me to send all your scores. If you would like to double-check your 
grades with my grade book, then bring your list to my office hours. 

Student Leaders: Student leaders are only required to meet with you during their office hours. 
Please extend the same email etiquette courtesy to her/him as I request. In addition, student 
leaders are available for course related questions. Also, keep your communication with the 
student leaders professional.  
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Grade Appeal Policy Form: 
 

Grades will not be discussed on the day that they are returned (i.e. not in email, office hours, face-
to-face, etc.). If a student would like a re-evaluation of a grade for a particular assignment, s/he 
must submit an appeal rationale. Please note that if you ask me to re-evaluate an assignment, you 
are asking me to also review the original grade you earned. When grades are re-evaluated, one of 
the following may occur: there may be an increase in grade, the grade may stay the same, or the 
grade may decrease. Students may turn in their grade disputes face-to-face, in a typed document 
between 2-7 days after the assignment has been returned. Appeals will not be evaluated after the 
7th day from the date the assignment was returned. I will not accept disputes that are sent as 
electronic versions (e .g. disks or email attachments), copies placed in my mailbox, placed under 
my door, delivered by a third party, etc.  In order for your grade disputes to be reviewed or 
considered by the professor, all documents must be typed (except the original assignment and 
supported materials) and contain all information outlined below.  Students are required to support 
all disputes with factual evidence from the course (textbook, lectures, course description and 
criteria). Disputes that deviate from the requested information stated below will not be 
considered. 
 
Required information to submit: 
1. A cover sheet that includes the date, the title of the assignment, your signature, and this form. 
Staple together all documents included. 
2. The original assignment highlighted or book-marked. 
3. The original highlighted, photocopied text or lecture reference to support your point. 
4. A clear explanation identifying the specific change requested and reason (you must stick to the 
facts from your original assignment). 
5. Reference the original assignment description and criteria. 
6. The grade appeal instruction form posted on BB.  
I will review the original response, your rationale supported by evidence, and then I will decide 
whether or not your answer is justified and/or equivalent to the text, lectures, and/or the 
assignment description and criteria. Disputes that deviate from the requested information stated 
above will not be considered. (Please be sure to follow the instructions posted on the grade 
appeal) 
 
Student signature required (please read the below statement and then sign): 
I hereby understand the grade appeal policy provided by Dr. Perry. I am aware that my grade 
appeal may be accepted or declined. In addition, I have read the policy noting that my grade may 
increase, stay the same, or decrease. I have read all points on the grade appeal form and will 
proceed with my appeal.  
 
Please Sign your name and date: _____________________________   date: _________________ 
 
For Dr. Perry’s Use Only 
 
Date Received: _______________ 
 
Professor’s Initial: _____________ 
Professor’s Decision: Accept______      Decline ________ and final grade result __________ 
 
Comments: 
 


