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Instructor: Bari Courts
Title: Adjunct Professor
Office: Building, Room # TBD
E-Mail: blcourts@yahoo.com; bari.courts@vaughn.edu 
Office Hours: Before or after class, or by appointment
[bookmark: _GoBack]

Course Description

This course analyzes elements in the communication process with business and management applications. Emphasis is placed on letters, reports, memoranda and technology in the presentation and communication process. 

The course will also introduce students to the basic Elements of Safety Management Systems (SMS) and how these elements apply to the design of a safety culture and business communications plans.


Prerequisites

None, ENG110 Preferred

Course Objectives and Outcomes

After successful completion of this course, students will be able to apply the knowledge gained in answering the following questions:

· What are the varieties of business communication methods to inform and persuade an audience?
· How do business teams function?
· How does one effectively communicate across cultures in a global society?
· What are the principles of a Safety Management System (SMS) process?
· What role does communication play in furthering Safety Management Systems?


Course Requirements

· Students are graded on weekly written and oral assignments as outlined in the course schedule.   
· Students will be required to make an effective oral presentation using PowerPoint and add a written report to the presentation.
· Students will be required to participate in forum discussions.
· There will be a series of weekly quizzes covering all course material

Required Text(s)

	Text:
	Business Communication for Success, Version 2.0

	ISBN:
	13: 9781453374184

	Author(s):
	McLean, Scott

	Publisher:
	Flat World Knowledge, Inc., 2018



Suggested Text(s)

NOTE: These textbooks are not essential to passing the course and no assignments or exam materials are taken from them. The textbooks listed in this section are to provide supplemental support to the course topics and readings.

	Text:
	Business Communication: Process & Product (8th ed.)

	ISBN:
	13: 9781285094069

	Author(s):
	Guffey, Mary Ellen and Loewy, Dana

	Publisher:
	Cengage Publishing, 2015




	Text:
	Safety Management Systems in Aviation (2nd ed)

	ISBN:
	978-1472431783

1472431782

	Author(s):
	Goglia, John J., Stolzer, Alan J.

	Publisher:
	Routledge, 2016






Additional Readings List

Articles as directed by the instructor as follows:

 Article by Andreas Bentz: A system for Managing Risk:
http://www.nbaa.org/admin/sms/20080519bentzsystemformanagingrisk.pdf

 Article by Steven C. McNeeley: QMS vs. SMS, Lessons Learned from Toyota, Flight Safety Information Feb. 2010:
http://www.faa.gov/about/initiatives/sms/explained/quality_and_safety_management/me dia/QMS%20vs%20SMS-Lessons%20Learned%20from%20Toyota.pdf


 ICAO Safety Management Manual (SMM):
http://legacy.icao.int/anb/safetymanagement/DOC_9859_FULL_EN.pdf
 SMS Quick Reference Guide: http://www.faa.gov/about/office_org/headquarters_offices/avs/offices/afs/afs900/sms/me dia/newsletter/sms_qr_guide.pdf
 SMS Implementation Guide: http://www.faa.gov/about/initiatives/sms/specifics_by_aviation_industry_type/air_operato rs/media/sms_implementation_guide.pdf
 SMS Assurance Guide:
http://www.faa.gov/about/initiatives/sms/specifics_by_aviation_industry_type/air_operato rs/media/sms_assurance_guide.pdf

Required Materials

· Internet connection and computer for research and access to recommended reading and websites
· Standard Microsoft suite of productivity applications


Useful Website(s)

 Safety Management System – Aviation Safety, FAA Program & Initiatives, FAA Website:
http://www.faa.gov/about/initiatives/sms/, 
 The Four components of SMS: FAA Order 8000.369 pgs. 8-10:
http://rgl.faa.gov/Regulatory_and_Guidance_Library/rgOrders.nsf/0/bac4e085efc829398
625765b00572cc8/$FILE/8000.369.pdf or FAA SMS Website
 Safety Management Systems - National Business Aviation Association Website:
http://www.nbaa.org/admin/sms/
Grading Policy

Grade computation
	Assignment
	Due Date
	Percentage

	Group case / discussion / presentation
	TBD
	40%

	Simulation Decision Rationales
	TBD
	15%

	Class Participation
	N / A
	30%

	Attendance	
	N / A
	15%

	
	TOTAL
	100%




Grading Scale

	Grade
	Numeric Value
	Standard

	A
	90-100
	Excellent

	B+
	85-89
	

	B
	80-84
	Good

	C+
	75-79
	

	C
	70-74
	Average

	D**
	60-69
	Min. Passing

	F
	Below 60
	Failure



**For Aviation Training Institute students, minimum passing grade for all courses in the Airframe and Power plant curriculum is a “C”.


Changes to the Syllabus

The instructor reserves the right to modify this syllabus at any time. Such changes will be announced during class meetings. You are responsible for ensuring that your syllabus is current.

Writing Style

Ensure the use of correct, formal or professional English in all papers, assignments, presentations, emails, and discussion items. References must follow the American Psychological Association (APA) style in the body of the paper and at the end in the “References” sections (see apa.apastyle.org and ask the Writing Center for help if needed – writingcenter@vaughn.edu).

Academic Integrity and Plagiarism

All students are expected to observe the rules and regulations of Vaughn College of Aeronautics and Technology. Academic honesty and ethically appropriate behavior are expected from all students. 

The faculty, departments, or division of the College may impose sanctions on students who commit the following academic integrity violations: cheating, plagiarism, obtaining unfair advantage, forgery of transcripts, and other related acts. Sanctions may include a “0” or failing grade on the assignment, a failing grade for the course, suspension, or dismissal from the College. For the full text of the policy on academic integrity see Academic Dishonesty Policy in your Vaughn College Catalog. Also consult the APA Manual for more general academic, legal and ethical guidelines.

Do not exceed a 3% match on your Turnitin score – please correct and resubmit your assignment if you need to improve your originality scores.
To avoid plagiarism, follow these guidelines:
1. If you use someone else's words put quotation marks around them and credit the source.
2. If you paraphrase someone else's words, or use their ideas in your own words, credit the source.
3. Examine APA Manual and Vaughn College’s guidelines.
4. If you are not sure about copying, or have any concerns at all, please ask! Contact your instructor for help!

An additional article on how to avoid plagiarism and improve the originality of your paper is included in the Resources section.

     Ensure that you cite references and quotes according to the American Psychological Association (APA) format (see apa.apastyle.org). APA format for papers is required for all management department courses. (In rare cases your management instructor may specifically request a different format.) See apastyle.apa.org for guidance on quotes and originality. You should also ask the tutors at the Academic Success Center - Writing Center (tutoring@vaughn.edu or writingcenter@vaughn.edu) for help.  
 
  Plagiarism and unethical use of AI, including where it is not assigned or allowed, will be subject to Vaughn College’s policies on academic dishonesty. In cases where the use of AI is approved or assigned, you must cite its use following APA guidelines and be responsible for the content you present (see https://apastyle.apa.org/blog/how-to-cite-chatgpt ) 


Criteria for Grades in Written Assignments (Proposal, Draft, Final)

In order to obtain an ‘A’ for a written paper, you must include several (at least seven (7)) references to peer-reviewed publications. In addition, you must include several references to other professional aviation and management sources. Your writing must be your own, with very few quotes. Your English grammar and spelling may contain no more than two (2) errors per page. References must follow the APA format correctly.

To obtain a ‘B+’ or ‘B’ grade, you must include a few (at least three (3)) references to peer-reviewed publications. In addition, you must include several references to other professional aviation and management sources. Your writing must be your own, but you may use several quotes. Your English grammar and spelling may contain no more than three (3) errors per page. References must follow the correct APA format.

To obtain a ‘C+’ or ‘C’ grade, you must include several references to professional aviation and management sources. Your writing must be your own, but you may use several quotes. Your English grammar and spelling may contain no more than four (4) errors per page. References must follow the correct APA format.

 To obtain a ‘D’ grade, you must include at least three (3) references to professional aviation and management sources. Your writing must be your own, but you may use several quotes. Your English grammar and spelling may contain more than four editing errors per page. References must follow the correct APA format.

Course Policies

Refer to the course policies section in Sakai and in your catalog for more information of Vaughn College’s academic and student support services policies and procedures, including academic assistance, academic honesty, disability support services, absences and lateness, discrimination and harassment.
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Course Schedule 
*Course Schedule is subject to change

	
	
	
	
	
	Tasks and Estimated Assignment Times

	Summer Term Week
	Fall or Spring Term Week
	Session
	Topics
	Text Chapters and Other Readings
	Read
	Homework:
Answer Questions Assigned (all chapters)
	Study:
Review Notes for Exams (all chapters)

	1
	1
	1
	Effective Business Communication
	1
	1
	1
	1

	
	
	2
	Delivering Your Message
	2
	1
	1
	1

	
	2
	3
	Understanding Your Audience
	3
	1
	1
	1

	
	
	4
	Understanding Your Audience
	3
	1
	1
	1

	
	3
	5
	Effective Business Writing
	4
	1
	1
	1

	2
	
	6
	Effective Business Writing

	4
	1
	1
	1

	
	4
	7
	Writing Preparation
	5
	1
	1
	1

	
	
	8
	Writing Preparation
	5
	1
	1
	1

	 2
	5
	9
	Writing
	6
	1
	1
	1

	
	
	10
	Writing
	6
	1
	1
	1

	3
	6
	11
	Revising and Presenting Your Writing
	7
	1
	1
Mis- and Disinformation
	1

	
	
	12
	Feedback in the Writing Process
	8
	1
	1
	1

	
	7
	13
	Business Writing in Action
	9
	1
	1
	1

	
	
	14
	Business Writing in Action
	9
	1
	1
	1

	
	8
	15
	Developing Business Presentations
	10
	1
	1
A1: Complaint Letter
	1

	
	
	16
	Nonverbal Delivery
	11
	1
	1
	1

	4
	9
	17
	Organization and Outlines
	12
ICAO SMS Manual
	1
	1

	1

	
	
	18
	Organization and Outlines
	12
ICAO SMS Manual
	1
	1
	1

	
	10
	19
	Presentations to Inform
	13
Betz’s article
	1
	1
A2: E-mail Assignment
	1

	
	
	20
	Presentations Persuade
	14
Betz’s article
	1
	1
A2: E-mail Assignment
	1

	5
	11
	21
	· Intrapersonal and Interpersonal Business Communications

· SMS Principles
	

16


The four
components of SMS
	1
	1
A3: SMS Hypothetical Scenario
	1

	
	
	22
	· Intercultural Business Communications

· SMS Principles
	18

SMS Assurance Guide
	1
	1
A3: SMS Hypothetical Scenario
	1

	
	12
	23
	· Group Communication, Teamwork and Leadership

· SMS Concepts
	
19

· SMS Explained:
· FAA Website, 
·  McNeely’s article
	1
	1
A4: Safety Policy Statement
	1

	
	
	24
	SMS Concepts
	SMS Explained:
FAA Website, McNeely’s article
	1
	1
A4: Safety Policy Statement
	1

	
	13
	25
	SMS Presentations
	SMS Quick
Reference
Guide
	1
	1
A5: Presentations
	1

	6
	
	26
	SMS Presentations
	SMS Quick
Reference
Guide
	1
	1
A5: Presentations
	1

	
	14
	27
	SMS Presentations
	SMS Quick
Reference
Guide
	1
	1
A5: Presentations
	1

	
	
	28
	SMS Presentations
	SMS Quick
Reference
Guide
	1
	1
A5: Presentations
	1

	
	15
	29
	Term Project
	SMS Implementation Guide
	1
	1
A5: Presentations
	1

	
	
	30
	Term Project
	SMS Implementation Guide
	1
	1
A5: Presentations
	1





Proprietary and Confidential – no unauthorized distribution or reproduction permitted
The information disclosed in this document is proprietary and confidential information concerning academic, technical, and business affairs of Vaughn College of Aeronautics & Technology (“Vaughn”).  This information can include all academic, instructional, institutional and related materials, which is the valuable property of Vaughn and/or its administrators, instructors, associates, employees, agents, contractors, affiliates or licensors.  Vaughn and/or its licensors, as appropriate, reserve all patent, copyright and other proprietary rights to this document, including all idea, design, authoring, reproduction, distribution and use rights thereto, except to the extent said rights are expressly granted to others. Reproduction of this document or portions thereof without prior written approval of Vaughn is prohibited.
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