ECE 8020a
Professional Communication Skills

Syllabus – Fall 2009
Instructor: Gail Palmer 

     Office: Klaus 2308 

     Telephone: (404) 894-0630 

     E-mail: gail@ece.gatech.edu
     Coaching Hours: 
	Monday
	9:00 a.m.-11:30 a.m.

Coaching
	Klaus 2308

	
	1:30 p.m.-4:30 p.m.

Coaching
	Klaus 2308  

	
	
	

	Tuesday
	By appointment only.

Coaching
	Klaus 2308

	
	
	

	Wednesday
	9:00 a.m.-11:30 a.m.

Coaching
	Klaus 2308  

	
	1:30 p.m.-4:30 p.m.

Coaching
	Klaus 2308  

	
	
	

	Thursday
	By appointment only.
Coaching
	Klaus 2308 

	
	
	

	Friday
	By appointment only.
Coaching
	Klaus 2308  


Graduate Teaching Assistant: 
Lecture: T – R: 12:05 p.m. – 1:25 p.m., Van Leer E-261 ~ Lab: R: 1:35 p.m.–2:55 p.m.

Web Site:
Graduate Professional Communications Program http://users.ece.gatech.edu/~gpalmer/index.shtml 
Textbook: The Mayfield Handbook of Technical Scientific Writing. Leslie C. Perelman, James Paradis, and Edward Barrett, Mountain View, CA: Mayfield Publishing Co., 1998.

Course Description: ECE 8020 Professional Communication Skills is the capstone course of the Graduate Professional Communications Program. This course implements emerging technology with media-enhanced professional communication skills to enhance the technical skills of the School’s doctoral students. The scope of ECE 8020 includes not only general guidelines for technical writing, including word choice, sentence structure, and paragraph development, but also discipline-specific technical writing that conforms to IEEE standards. The course focus includes oral presentation skills, the effective use of graphic and design elements, and English as the global language of technology concerns. Other areas of focus are critical thinking, organizational skills, legal and ethical considerations in professional communication, correct and consistent grammar and punctuation usage in engineering reports and graphics, and critiquing and proofreading skills. The workshop format of the course encourages student participation and maximizes instructor-student and student-student interactions. ECE 8020 is designed to help students develop the written, oral, and graphical communication skills needed by electrical and computer engineering professionals. 
Grades and Grade Distribution: This class is on a pass/fail basis - a grade of 70 or greater is required to pass the class. All items appearing below in bold-face type must be completed to pass this class.  

1. Table Topics = 1%

2. Résumé = 9%

    2.1 Oral Presentation = 4%

    2.2 Written Document = 5%

3. Letter of Transmittal = 3%

4. Progress Report (Abstract and Conclusion using IEEE format) = 25%

    4.1 Oral Presentation = 12% 

    4.2 Written Document = 13% 

5. Peer Proofreading = 2%

6. Proposal (using IEEE format) = 50%

    6.1 Oral Presentation = 21% 

          (Technical content = 4%; Presentation Skills = 17%)

    6.2 Written Document = 29% 

(Technical content = 4%; Writing Skills = 25%)

  7. Class Participation = 10%

8. Peer Critiques = 20-point deduction from class participation grade if not 
     completed. 

8.1 Assigned peer critiques of progress report (abstract/conclusion) 
         presentation = 10-point deduction from class participation grade if not 
         completed.

    8.2 Assigned peer critiques of proposal = 10-point deduction from class 
            participation grade if not completed.

Class Policies: 

1. Cheating: Cheating will not be tolerated and will be reported to the Dean of Students according to the rules governing academic honesty given in the current General Catalogue of the Institute. Each student must sign an honor pledge.

2. Attendance: All oral presentations must be given at the assigned times. Attendance at the oral presentations of others is strongly encouraged. 

3.  Attendance: More than two absences from class and/or laboratory sessions will adversely affect your grade at the rate of a 10-point deduction from your class participation grade per absence. Unless you have received prior permission from the instructor, this deduction will begin with your third absence. An excused absence is one for which you and the instructor agreed in advance that you had a good reason for missing that class. 

4.  Attendance: An unexcused tardy for a class or laboratory session will adversely affect your grade at the rate of a five-point deduction per infraction from your class participation grade. After two tardies, a ten-point deduction for tardiness will be deducted from your class participation grade in the class. An excused tardy is one for which you and the instructor agreed in advance that you had a good reason for being late to that class. 

5. Attendance: If you miss a class or are tardy for a class, you are responsible for all course materials covered, all class notes given, all assignments made, etc.

6. Attendance: Your advisor or prospective advisor is encouraged to attend the oral presentation of your proposal.

7. Attendance: Make-up oral presentations and critiquing assignments will not be given unless prior approval is obtained from the instructor. 

8.  Attendance: Exam scheduling conflicts will be resolved according to the Institute


 exam conflict rules.

9.  Attendance: Attendance at your individual evaluation sessions for your oral presentations is mandatory. An unexcused absence from one of these sessions will adversely affect your grade at the rate of a ten-point deduction from your class participation grade per absence.

10. Written requirements: All written assignments are due at the beginning of the class period for which they were assigned, and ten points will be subtracted from your grade for that particular assignment for each day or part of a day (including each day of a weekend) that an assignment is late. 
11. Oral presentation requirements: All oral presentations are due at the assigned class time, and ten points will be subtracted from your grade for that particular assignment for each day or part of a day (including each day of a weekend) that an assignment is late. 

12. Written requirements and oral presentations: Failure to complete a written requirement or an oral presentation will result in your failing this course. 

13. Audio-video requirement: All oral presentations by students may be videotaped at the instructor's discretion.
For additional information, please contact Gail Palmer at gail@ece.gatech.edu.
