Effective Communication--Course Syllabus/Roadmap/Assignments

Effective Communication

Course Syllabus/Roadmap/Assignments

This online course is designed with the novice teacher in mind.  This course will help develop new and useful techniques and strategies for effective communications with students, parents, and colleagues.
Learning Objective:

Essential Question

How can effective communication enhance student learning?

Objective

Develop effective communication techniques for use with students, families, and colleagues.

Module 1:
Define and communicate expectations for students (class rules, classwork, homework policies, and grading system) 

Module 2:
a.
Respond to parent concerns 


b.
Initiate and conduct parent-teacher conferences to report student progress according to school board policy 
Module 3:
Interact and communicate effectively with colleagues, parents, and students 
Final Assignment:
Develop a written communication plan, which reflects the school’s communication plan 

Course Module Outline
Module 1—Teacher-Student Communication

· Communicating with Students
· Verbal and Non-verbal Communication

· Written Communication

Module 2—Teacher-Parent Communication

· Teacher-Parent Conferencing

· Using Phone and Email to Communicate
· Teacher Websites 

Module 3—Teacher-Peer-Administration Communication

· Communicating with Colleagues

· Other Perspectives on Mentor/Mentee

· Listservs

Final Project—Written Communication Plan

Course Roadmap—Assignment Pacing Guide
Use the table below to check off each assignment as you complete it.  For this course, you will receive a Pass/Fail grade. To receive a passing grade, you must earn 80% of the total points.
	Completed
	Module
	Assignments/Discussion Threads
	Points (Max)

	□
	Start Here
	Discussion Board Forum #1: Introduce Yourself
	15

	□
	Module 1
	Discussion Board Forum #2: Communicating with Students
	15

	□
	
	Discussion Board Forum #3: Selecting a Tool for Written Communication
	15

	□
	Module 2
	Discussion Board Forum #4: Phone and Email Communication Plan
	15

	□
	
	Assignment: Planning a Teacher-Parent Conference
	15

	□
	
	Discussion Board Forum #5: Teacher Website Guidelines
	15

	□
	Module 3
	Discussion Board Forum #6: Email to Mentor
	15

	□
	Final Project
	Example of Teacher-Student Communication (Module 1)
	15

	□
	
	Example of Teacher-Parent Communication (Module 2)
	15

	□
	
	Example of Teacher-Colleagues-Administration Communication (Module 3)
	15

	□
	
	Additional Communication Component
	15

	
	
	Total Points Possible
	165

	
	
	Minimum for Passing (80% of total points)
	132


Online Course Assignment Rubric

(All responses must be the original work of the participant for points to be awarded.)

	Category
	3 points
	2 points
	1 point

	Accuracy of Assignment
	Participant has followed directions of the assignment completely.
	Participant has followed most of the directions of the assignment.
	Participant has not followed the directions of the assignment.

	Percentage of Components Completed
	Participant has included all components of the assignment.
	Participant has included at least 80% of the components of the assignment.
	Participant has included less than 80% of the components of the assignment.

	Relevancy of Response

(Double Weighted)
	Content of the response is relevant to the subject.   (6 points)
	Most of the content of the response is relevant to the subject.  (4 points)
	Little or none of the content of the response is relevant to the subject.  (2 points)

	Professional Appearance of Assignment
	· Formatting of the response is attractive and easy to follow.

· There are no spelling or grammatical errors.
	· Formatting of the response is adequate, but may be confusing.

· There are 5 or fewer spelling and/or grammatical errors.
	· The response is difficult to follow or understand.

· There are more than 5 spelling and/or grammatical errors.


Discussion Board Rubric

	Category
	3
	2
	1

	Accuracy of Post
	Discussion meets all requirements; discussion and responses clearly express ideas.
	Discussion is posted in correct forum and responses are present for two classmate postings, but posting and/or responses are superficial.
	Discussion is correctly posted.

	Delivery of   Post
	Posting is grammatically correct with no misspellings.
	Posting includes one or two grammar or spelling errors.
	Posting includes three or more spelling or grammar errors.

	Relevance of Post
	Posting is related to discussion topic and demonstrates insight.
	Posting is related to discussion content, but content or responses to two classmate postings show little understanding of issue.
	Posting is off topic, short in length, or offers no further insight into the topic.

	Expression within the Post
	Opinions and ideas are expressed in a clear and concise manner with obvious connection to the topic.
	Opinions and ideas are stated clearly, but there is a lack of connection to the topic.
	Unclear connection to the topic is evidenced in discussion with minimal expression of opinions or ideas.

	Contribution to the Learning Community
	Postings show awareness of needs of the community, attempt to motivate the group discussion, and present creative approaches to the topic.
	Discussions attempt to present relevant viewpoints for consideration by the group; participant interacts freely with the group.
	Posting and responses show meaningful reflection on the group’s efforts; there is marginal effort to become involved with the group.
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