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BADM	  3101.503	  (D),	  Distance	  Sections	   	  	   	   	   	   	  
Diversity	  Impacts	  on	  Business	  
Spring	  2015	  	  
December	  2014	  –	  January	  2015	  
	  
Students	  may	  not	  use	  both	  this	  course	  and	  BADM1103	  toward	  a	  single	  bachelor’s	  degree	  plan.	  
One	  may	  be	  used,	  but	  not	  both.	  
	  
Overview,	  Goals,	  and	  Objectives	  

Organizational	  management	  is	  about	  problem	  solving	  through	  modifying	  human	  behavior	  
within	  a	  social	  and	  behavioral	  context,	  because	  both	  buyers	  and	  sellers	  are	  people	  acting	  
within	  a	  society.	  Issues	  of	  age,	  race,	  religion,	  gender,	  sexual	  orientation	  and	  other	  socially	  
constructed	  groups	  impact	  every	  aspect	  of	  business.	  This	  course	  reviews	  diversity	  issues	  
within	  major	  business	  theories.	  Through	  reading,	  observation,	  discussion,	  and	  writing,	  
students	  will	  have	  their	  own	  perceptions	  of	  others	  challenged	  to	  better	  understand	  
perspectives	  from	  different	  diverse	  population.	  
	  

Instructor:	  	  
	  

Dr.	  Mark	  Weiser,	  Professor	  of	  Management	  Science	  and	  Information	  Systems	  
	  
Instructional	  Staff	  and	  Contact	  Information	  

Professor:	  Dr.	  Mark	  Weiser	  
423	  Business	  Building,	  (405)	  744-‐3000	  

Teaching	  Assistants:	  
Lana	  Gabbert	  
Isabel	  Perry	  

423	  Business	  Building,	  (405)	  744-‐3000	  
	  

http://oc.okstate.edu	  
All	  questions	  about	  course	  materials	  and	  requirements	  should	  be	  posted	  in	  the	  relevant	  
discussion	  forum	  on	  D2L	  
	  
Class	  e-‐mail	  address:	  weiser-‐dl@okstate.edu	  
If	  you	  have	  a	  question	  about	  your	  own	  grade	  or	  something	  personal,	  use	  this	  address.	  The	  
instructor	  and	  assistants	  will	  monitor	  this	  mailbox	  to	  provide	  the	  quickest	  possible	  
responses.	  Always	  include	  “BADM	  3101.503”	  on	  the	  subject	  line.	  
	  
Office	  Hours	  are	  not	  formally	  held	  during	  the	  winter	  intersession	  and	  there	  are	  periods	  

during	  which	  the	  campus	  is	  formally	  closed.	  If	  you	  would	  like	  to	  meet	  in	  person	  in	  the	  
Business	  Building,	  send	  an	  e-‐mail	  to	  weiser-‐dl@okstate.ed	  with	  some	  alternative	  times	  
and	  we’ll	  try	  to	  work	  something	  out.	  
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Course	  Prerequisites	  
	  
None.	  

	  
Course	  Conflict	  

	  
This	  course	  may	  not	  be	  used	  for	  degree	  credit	  with	  BADM	  1103.	  

	  
Texts	  and	  Supplementary	  Materials	  	  
There	  is	  no	  required	  textbook	  for	  the	  course,	  which	  saves	  quite	  a	  bit	  of	  money.	  All	  content	  is	  
available	  on	  the	  class	  D2L	  site	  

	  
Attendance	  Policy	  	  

THIS	  IS	  NOT	  A	  CORRESPONDENCE	  CLASS	  that	  you	  can	  entirely	  do	  at	  your	  own	  pace.	  
Students	  are	  expected	  to	  keep	  up	  with	  materials	  and	  discussion	  forums	  and	  to	  submit	  work	  
by	  the	  posted	  due	  dates.	  Work	  may	  not	  be	  made	  up	  after	  the	  submission	  window	  closes.	  

	  
Grading	  Policy	  

Homework	  (lowest	  dropped)	   50%	  
Quizzes	  (lowest	  dropped)	   40%	  
Proctored	  Comprehensive	  Closed-‐Book	  Exam	   10%	  

	  
Letter	  grades	  will	  be	  assigned	  according	  to	  the	  standard	  scale.	  

A:	   90%	  
B:	   80%	  
C:	   70%	  
D:	   60%	  
	  

Will	  there	  be	  a	  curve?	  I	  don’t	  believe	  it	  will	  be	  necessary,	  however,	  at	  the	  end	  of	  the	  
semester,	  I	  will	  ensure	  that	  every	  student	  who	  earns	  above	  50%	  will	  earn	  at	  least	  the	  
following	  letter	  grade	  based	  on	  his/her	  percentile.	  Your	  percentile	  is	  the	  percent	  of	  other	  
students	  whose	  weighted	  score	  is	  lower	  than	  yours.	  

A:	   75th	  percentile	  
B:	   45th	  percentile	  
C:	   30th	  percentile	  
D:	   15th	  percentile	  

	  
You	  will	  receive	  the	  higher	  of	  the	  two	  scales.	  Anyone	  with	  a	  90%	  or	  higher	  gets	  an	  “A”,	  but	  
even	  if	  you	  have	  65%	  but	  are	  in	  the	  top	  25%	  of	  students	  you’ll	  get	  an	  “A”	  because	  of	  your	  
percentile.	  What	  a	  deal!	  Percentile	  rankings	  will	  not	  be	  posted	  or	  announced	  at	  any	  point	  
during	  the	  term,	  but	  will	  be	  checked	  before	  final	  letter	  grades	  are	  entered	  into	  SIS.	  
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Description	  of	  Course	  Requirements	  and	  Grading	  Rubric	  
	  

General	  Structure:	  The	  course	  is	  divided	  into	  modules.	  Each	  may	  be	  comprised	  of:	  
• Written	  materials	  
• Lecture	  on	  the	  topical	  area	  
• Lecture	  on	  a	  specific	  diversity	  issues	  and	  their	  impact	  on	  classic	  behavioral	  theories	  from	  

business	  
• Outside	  content	  about	  the	  topic	  (may	  appear	  in	  some	  modules)	  
• Homework	  	  
• Module	  Quiz	  

	  
Homework:	  Each	  module	  will	  have	  a	  homework	  assignment,	  which	  may	  incorporate	  one	  or	  

more	  activities.	  Each	  requires	  that	  you	  demonstrate	  an	  understanding	  of	  a	  different	  
theoretical	  social	  construct.	  This	  may	  be	  in	  the	  form	  of	  a	  short	  reflective	  research	  paper,	  
discussion	  postings,	  or	  some	  other	  activity	  that	  reinforces	  the	  topical	  content.	  Unless	  
otherwise	  directed,	  homework	  should	  be	  submitted	  to	  the	  appropriate	  dropbox	  on	  D2L	  
following	  the	  homework	  formatting	  example	  in	  module	  0.	  Some	  homeworks	  have	  extra	  
credit	  opportunities	  (bonuses).	  I	  recommend	  you	  take	  advantage	  of	  those	  when	  
available.	  Your	  lowest	  homework	  grade	  will	  be	  dropped	  from	  the	  final	  semester	  grade	  
computation.	  

	  
Homework	  0:	  counts	  the	  same	  as	  any	  other	  homework	  and	  asks	  that	  you	  document	  
your	  review	  of	  the	  syllabus,	  master	  schedule,	  course	  introduction,	  and	  documents	  in	  
“Other	  Course	  Documents”	  and	  elsewhere	  on	  the	  D2L	  site.	  There	  are	  usually	  one	  or	  
more	  bonus	  opportunities	  that	  could	  make	  your	  score	  on	  this	  homework	  greater	  than	  
100%,	  possibly	  offsetting	  the	  grade	  on	  a	  future	  weaker	  assignment.	  

	  
Quizzes	  

Quizzes	  automatically	  appear	  in	  D2L	  after	  you	  have	  watched	  all	  content	  videos	  for	  that	  
module.	  Be	  sure	  to	  left-‐click	  (regular-‐click	  on	  a	  Mac)	  on	  the	  video	  from	  within	  D2L.	  
Opening	  it	  in	  a	  new	  window	  may	  prevent	  your	  viewing	  of	  the	  video	  from	  being	  properly	  
detected.	  You	  will	  not	  see	  the	  quiz	  at	  all	  until	  the	  videos	  have	  been	  watched.	  Your	  
lowest	  quiz	  grade	  will	  be	  dropped	  from	  the	  final	  semester	  grade	  computation.	  If	  you	  
believe	  you	  have	  watched	  all	  the	  videos	  but	  do	  not	  see	  the	  quiz	  in	  the	  content	  browser,	  
you	  may	  check	  the	  Quizzes	  area	  of	  D2L	  to	  make	  sure	  the	  content	  is	  refreshed	  based	  on	  
your	  viewing.	  If	  you	  still	  do	  not	  see	  us,	  contact	  us	  immediately	  (and	  certainly	  before	  the	  
due	  date/time)	  at	  weiser-‐dl@okstate.edu.	  
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You	  are	  free	  to	  use	  any	  materials	  that	  are	  available	  to	  you	  on	  the	  D2L	  site	  for	  this	  class	  
and	  any	  notes	  that	  you	  have	  personally	  created	  from	  those	  materials	  for	  the	  quiz.	  Use	  of	  
any	  other	  materials	  from	  outside	  of	  D2L	  or	  seeking	  assistance	  or	  materials	  from	  other	  
people	  will	  be	  considered	  academic	  dishonesty.	  Your	  lowest	  quiz	  grade	  will	  be	  dropped	  
from	  the	  final	  semester	  grade	  computation.	  

	  
Class	  Structure	  Quiz	  (Module	  Quiz	  0):	  This	  open	  book	  quiz	  counts	  the	  same	  as	  any	  other	  
homework	  and	  asks	  that	  you	  document	  your	  review	  of	  the	  syllabus,	  master	  schedule,	  
course	  introduction,	  and	  documents	  in	  “Other	  Course	  Documents”	  and	  elsewhere	  on	  
the	  D2L	  site.	  
	  
Module	  Quizzes:	  As	  part	  of	  each	  topical	  area	  (module),	  there	  will	  be	  an	  open-‐book	  quiz	  
over	  that	  material,	  including	  any	  outside	  speakers	  and	  assignments.	  Module	  quizzes	  are	  
time-‐limited	  but	  there	  is	  enough	  time	  to	  look	  up	  answers	  to	  the	  questions	  if	  you	  have	  
taken	  sufficiently	  detailed	  notes	  from	  the	  lectures	  and	  reviewed	  them	  first.	  There	  are	  
both	  general	  questions	  and	  some	  minutia.	  The	  way	  to	  do	  well	  on	  these	  quizzes	  is	  to	  
print	  pre-‐lecture	  slides	  and	  other	  materials,	  focus	  your	  full	  attention	  on	  provided	  
lectures	  while	  taking	  detailed	  notes,	  then	  organize	  and	  review	  those	  materials	  before	  
you	  begin	  the	  quiz.	  Although	  most	  questions	  from	  module	  quizzes	  will	  not	  be	  on	  the	  
final	  exam,	  they	  will	  be	  representative	  of	  what	  you	  should	  expect.	  Quiz	  grades	  are	  
usually	  posted	  within	  two	  days	  after	  the	  closing	  date.	  From	  the	  time	  a	  quiz	  grade	  is	  
posted,	  your	  questions	  and	  answer	  options	  will	  be	  available	  for	  review	  for	  at	  least	  two	  
days,	  although	  correct	  answers	  or	  an	  indication	  of	  which	  questions	  you	  answered	  
incorrectly	  are	  not	  provided.	  The	  purpose	  of	  this	  is	  for	  you	  to	  review	  your	  notes	  and	  
understand	  and	  clarify	  the	  material	  over	  which	  you	  struggled	  before	  the	  exam.	  I	  want	  
this	  to	  occur	  soon	  after	  you	  originally	  studied	  the	  materials,	  which	  is	  why	  access	  time	  is	  
limited.	  

	  
Proctored	  Comprehensive	  Exam	  (really	  more	  of	  a	  big	  quiz):	  There	  will	  be	  a	  closed-‐book,	  closed-‐

notes	  proctored	  exam	  that	  covers	  all	  the	  course	  material.	  The	  quiz	  must	  be	  taken	  during	  
the	  “Proctored	  Exam	  Window”	  shown	  on	  the	  master	  schedule	  with	  an	  approved	  proctor	  
that	  can	  give	  the	  quiz	  through	  our	  lockdown	  browser.	  You	  are	  responsible	  for	  arranging	  
that	  proctor	  and	  the	  proctor	  may	  charge	  a	  fee	  for	  that	  service.	  I	  will	  offer	  a	  single	  free	  
administration	  in	  Stillwater	  with	  a	  qualified	  proctor	  that	  you	  may	  take	  if	  you	  are	  available	  
at	  that	  time.	  If	  you	  intend	  to	  use	  any	  other	  proctor,	  you	  must	  work	  with	  the	  distance	  
learning	  office	  to	  assure	  that	  your	  proctor	  is	  qualified	  and	  that	  the	  exam	  access	  
information	  is	  made	  available	  to	  that	  person.	  I	  strongly	  recommend	  NOT	  using	  University	  
Testing	  Service.	  During	  the	  multiple	  recent	  major	  exam	  periods,	  students	  using	  UTS	  
experienced	  instances	  of	  D2L	  freezing	  that	  required	  rebooting	  and	  lost	  exam	  time	  –	  use	  
that	  location	  at	  your	  own	  risk.	  Although	  most	  questions	  from	  module	  quizzes	  will	  not	  be	  
on	  the	  final	  exam,	  they	  will	  be	  representative	  of	  what	  you	  should	  expect.	  

	  
Make-‐up	  Policy	  and	  Late	  Submissions	  

Students	  are	  expected	  to	  take	  the	  final	  exam	  during	  the	  “Proctored	  Exam	  Window”	  given	  in	  
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the	  master	  schedule.	  Each	  of	  the	  other	  assignments	  is	  expected	  to	  be	  submitted	  by	  noon	  on	  
the	  DUE	  date.	  Please	  consider	  the	  course	  schedule,	  other	  classes	  that	  you	  have,	  and	  outside	  
commitments	  while	  there	  is	  still	  sufficient	  time	  to	  drop	  the	  course.	  Realize	  that	  each	  OSU	  
credit	  hour	  you	  take	  has	  an	  expected	  time	  commitment	  of	  approximately	  40	  hours	  to	  be	  
very	  successful.	  Therefore,	  you	  should	  plan	  on	  40	  hours	  dedicated	  to	  this	  course	  to	  be	  most	  
successful.	  

	  
Assignments	  have	  a	  DUE	  date	  posted	  or	  announced.	  You	  are	  expected	  to	  complete	  and	  
submit	  the	  work	  by	  noon	  Oklahoma	  time	  on	  the	  due	  date.	  I	  understand,	  however,	  that	  
sometimes	  “life	  happens.”	  If	  necessary,	  you	  may	  complete	  and/or	  submit	  the	  work	  without	  
penalty	  not	  later	  than	  noon	  on	  the	  next	  calendar	  day	  to	  accommodate	  systems	  being	  down,	  
illnesses,	  dog	  eating	  your	  notes,	  and	  any	  hurdles	  that	  the	  distance	  learning	  environment	  
may	  pose.	  All	  personal,	  family,	  technical,	  mechanical,	  and	  any	  other	  problems	  that	  occur	  in	  
that	  grace	  day	  are	  entirely	  at	  your	  risk,	  even	  if	  OSU’s	  D2L	  system	  were	  to	  break	  down.	  
Absolutely	  no	  submission	  will	  be	  accepted	  after	  this	  grace	  day	  –	  12:01	  PM	  after	  the	  grace	  
day	  is	  insufficient.	  Assignments	  that	  are	  marked	  CLOSE	  on	  the	  Master	  Schedule,	  if	  any,	  must	  
be	  submitted	  by	  noon	  on	  the	  posted	  date.	  The	  “Proctored	  Exam	  Window”	  does	  not	  have	  
any	  grace	  period	  –	  the	  exam	  may	  be	  taken	  from	  midnight	  on	  the	  first	  day	  of	  the	  Window	  
through	  11:59	  PM	  on	  the	  last	  day	  shown	  in	  the	  window.	  
	  
If	  you	  have	  a	  significant	  unavoidable	  event	  such	  as	  being	  deployed	  to	  a	  war	  zone,	  being	  
admitted	  to	  a	  hospital,	  or	  a	  death	  in	  your	  immediate	  family	  that	  you	  expect	  to	  delay	  
submission	  of	  an	  assignment	  until	  beyond	  the	  grace	  day	  or	  CLOSE	  date,	  it	  may	  be	  possible	  
to	  arrange	  an	  small	  extension,	  as	  long	  as	  the	  request	  is	  made	  well	  before	  the	  DUE	  date/time	  
(not	  the	  grace	  day).	  No	  extension	  will	  be	  granted	  for	  any	  reason	  on	  the	  grace	  day	  because	  
the	  assignment	  should	  have	  been	  submitted	  by	  the	  prior	  day.	  
	  
Do	  NOT	  rely	  on	  DUE	  dates	  shown	  on	  D2L’s	  “Upcoming	  Events”	  or	  “Course	  Schedule”.	  Those	  
resources	  will	  sometimes	  show	  the	  CLOSE	  date	  as	  a	  DUE	  date.	  The	  official	  dates	  are	  always	  
those	  shown	  on	  the	  MASTER	  SCHEDULE.	  On	  very	  rare	  occasions	  we	  may	  be	  forced	  to	  delay	  
a	  due	  date.	  If	  that	  occurs,	  we	  will	  announce	  it	  by	  e-‐mail,	  video	  news	  posting,	  or	  discussion	  
forum	  posting.	  The	  revised	  due	  date	  will	  always	  be	  later	  than	  the	  original	  date.	  

	  
Instructor	  Response	  	  

All	  questions	  except	  those	  about	  individual	  grades	  should	  be	  posted	  to	  discussion	  forums.	  
We	  review	  those	  forums	  multiple	  times	  daily	  and	  about	  once	  per	  day	  on	  the	  weekend.	  
Questions	  properly	  posted	  to	  those	  discussion	  boards	  will	  normally	  be	  answered	  within	  
eight	  business	  hours	  during	  Monday-‐Friday,	  but	  usually	  much	  sooner.	  

E-‐Mail:	  
The	  subject	  line	  of	  all	  e-‐mails	  should	  start	  with	  BADM	  3101.503.	  Follow	  that	  with	  the	  
subject	  of	  your	  message.	  
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Questions	  of	  a	  more	  personal	  nature	  should	  be	  sent	  to	  weiser-‐dl@okstate.edu.	  We	  will	  
respond	  to	  those	  questions	  within	  two	  business	  days	  during	  Monday-‐Friday,	  but	  usually	  
much	  sooner.	  Class-‐related	  messages	  sent	  to	  the	  personal	  e-‐mail	  addresses	  of	  the	  
instructor	  or	  class	  assistants	  will	  eventually	  be	  answered,	  but	  it	  may	  take	  several	  weeks.	  

Students	  can	  expect	  grades	  for	  most	  assignments	  to	  be	  posted	  to	  the	  Gradebook	  in	  
Desire2Learn	  within	  four	  business	  days	  of	  the	  closing	  date	  for	  the	  assignment.	  Larger	  
assignments,	  such	  as	  the	  final	  exam	  and	  paper	  may	  take	  a	  week	  or	  more	  to	  post.	  

	  
University	  Policy	  
	  

Special	  deadlines	  for	  short	  courses	  
As	  of	  the	  first	  writing	  of	  this	  syllabus,	  important	  official	  dates	  for	  this	  class	  include:	  
• 12/15/2014:	  Official	  Start	  Date	  
• 12/16/2014:	  Last	  Drop	  with	  100%	  refund	  
• 12/17/2014:	  Last	  Drop	  with	  50%	  refund	  (advisor	  signature	  required)	  
• 1/5/2015:	  Last	  Drop	  date	  with	  a	  “W”	  (advisor	  signature	  required)	  

	  
Dates	  may	  occasionally	  be	  revised	  and	  you	  are	  responsible	  for	  the	  current	  information	  that	  

can	  be	  found	  at:	  
http://registrar.okstate.edu/sites/default/files/Documents/ShortCourses/ShortCourseLi
st20152.xls 

	  
Syllabus	  Attachment	  with	  lots	  of	  good	  university	  information	  is	  available	  for	  download	  

from:	  	  
http://academicaffairs.okstate.edu/faculty-‐a-‐staff	  

	  
Academic	  Integrity	  

Oklahoma	  State	  University	  is	  committed	  to	  the	  maintenance	  of	  the	  highest	  standards	  of	  
integrity	  and	  ethical	  conduct	  of	  its	  members.	  This	  level	  of	  ethical	  behavior	  and	  integrity	  
will	  be	  maintained	  in	  this	  course.	  Participating	  in	  a	  behavior	  that	  violates	  academic	  
integrity	  (e.g.,	  unauthorized	  collaboration,	  plagiarism,	  multiple	  submissions,	  cheating	  on	  
examinations,	  fabricating	  information,	  helping	  another	  person	  cheat,	  unauthorized	  
advance	  access	  to	  examinations,	  altering	  or	  destroying	  the	  work	  of	  others,	  and	  
fraudulently	  altering	  academic	  records)	  will	  result	  in	  your	  being	  sanctioned.	  	  Violations	  
may	  subject	  you	  to	  disciplinary	  action	  including	  the	  following:	  receiving	  a	  failing	  grade	  
on	  an	  assignment,	  examination	  or	  course,	  receiving	  a	  notation	  of	  a	  violation	  of	  academic	  
integrity	  on	  your	  transcript	  (F!),	  and	  being	  suspended	  from	  the	  University.	  	  You	  have	  the	  
right	  to	  appeal	  the	  charge.	  	  Contact	  the	  Office	  of	  Academic	  Affairs,	  101	  Whitehurst,	  405-‐
744-‐5627,	  http://academicintegrity.okstate.edu/.	  	  An	  important	  note	  is	  that	  re-‐using	  
your	  own	  materials	  that	  were	  submitted	  to	  another	  class	  without	  prior	  permission	  of	  
the	  instructor	  from	  the	  later	  class(es)	  is	  considered	  a	  breach	  of	  academic	  integrity.	  
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Accessibility	  
Any	  student	  in	  this	  course	  who	  has	  a	  disability	  that	  may	  prevent	  him	  or	  her	  from	  fully	  
demonstrating	  his	  or	  her	  abilities	  should	  contact	  the	  instructor	  as	  soon	  as	  possible,	  but	  
not	  later	  than	  the	  end	  of	  the	  first	  week	  of	  class,	  so	  we	  can	  discuss	  accommodations	  
necessary	  to	  ensure	  full	  participation	  and	  facilitate	  your	  educational	  opportunity.	  For	  
more	  information	  about	  OSU	  Student	  Disability	  Services,	  please	  go	  to:	  
http://sds.okstate.edu.	  

	  
Course	  Schedule	  
	  

A	  detailed	  MASTER	  SCHEDULE	  is	  posted	  in	  Desire2Learn.	  This	  is	  the	  only	  official	  source	  for	  
assignment	  due	  dates.	  Do	  not	  rely	  on	  dates	  shown	  in	  the	  quiz	  or	  dropbox	  areas.	  

	  
Netiquette	  Guidelines	  
	  
A	  melding	  of	  the	  words	  "network"	  and	  "etiquette",	  netiquette	  refers	  to	  the	  manner	  in	  which	  
communication	  is	  conveyed	  in	  an	  electronic	  environment.	  	  
	  
Here	  are	  some	  guidelines	  for	  communication	  within	  this	  course:	  	  

• REFRAIN	  FROM	  USING	  ALL	  CAPS.	  It	  is	  considered	  SHOUTING	  when	  communicating	  
online.	  	  

• Do	  not	  post	  or	  forward	  offensive	  or	  racially	  insensitive	  jokes	  or	  comments.	  	  
• Be	  careful	  with	  humor	  and	  sarcasm.	  	  
• Don’t	  respond	  to	  personal	  attacks:	  Contact	  the	  instructor	  for	  action	  and	  referral.	  
• Always	  add	  in	  the	  subject	  line	  a	  concise	  statement	  describing	  the	  email	  or	  discussion	  

post.	  
• Respect	  others'	  opinions.	  If	  you	  disagree	  with	  what	  another	  has	  said,	  post	  your	  thoughts	  

in	  an	  objective,	  respectful	  manner.	  Do	  not	  make	  remarks	  that	  can	  be	  taken	  personally.	  	  
• Reflect	  upon	  the	  text	  you	  have	  entered	  before	  posting.	  	  
• Keep	  the	  discussion	  within	  the	  scope	  of	  the	  course	  material.	  	  
• Communication	  should	  be	  grammatically	  correct.	  Adhere	  to	  correct	  sentence	  structure,	  

grammar,	  and	  spelling	  conventions.	  Proofread	  for	  errors	  before	  posting	  a	  message.	  
• Before	  you	  respond	  to	  a	  threaded	  message,	  read	  all	  the	  messages	  related	  to	  that	  

message	  that	  have	  been	  previously	  posted.	  	  
• Send	  out	  an	  email	  to	  a	  group	  using	  the	  blind	  carbon	  copy	  field	  –	  BCC	  does	  not	  allow	  your	  

recipients	  to	  view	  who	  was	  sent	  the	  email.	  


