
Professional Communications Class Procedures and Expectations 
 

Class:  Professional Communication       Instructor:  Mrs. Huff 
 

I. Why do I need this class? You need this class in order to do anything successfully, including, 

but not limited to: hold a job, have a successful family and social life, communicate with 

people on any level, and the list goes on. It’s all about having good communication skills. 

 

II. Classroom Regulations:  

1. Follow all directions when first given. 

2. Be nice to everyone, whether they are a student or an adult, regardless of who 

they are and whether you like them. 

3. Always come to class with your speech folder, a writing utensil, and paper. 

4. Follow all district rules. 

5. No food or drink is permitted, with the exception of water. 

6. Turn off and put away your cell phones or other devices unless given permission 

to use them. Students are NOT permitted to use AirPods, however earbuds are 

fine when given permission to use them. 

7. If you follow these rules, we’ll have a good semester! 

 

III. Activities and Requirements: 

A. Class work:  Class Discussions/ Notes, group activities, warm ups, interpersonal work 

 

B. Presentations:  One purpose of this class is to help you become better public speakers, 

so you get to give several presentations throughout the semester.  It is expected that 

everyone come to class prepared to participate fully on the specified dates.  

Presentations will cover the following topics: 

 1. Introductory Speaking (one self-reflective speech and one introduction of a  

 classmate) 

 2. Informative Speaking 

 3. Group Discussion 

 4. Listening 

 5. Professionalism in the Workplace  

 

C. Tests:  Tests are a combination of multiple choice, matching, fill in the blank, and short 

answer. 

 

D. Homework:  Homework is due at the beginning of the next class period.  All returned 

work can be found hanging in the appropriate folder at the front of the room. 

 

E. Tutorials:  Please attend tutorials when help is needed.   Your grade is important, so take 

steps to maintain it if you need additional assistance or clarification.       



 

 

IV. Grading Procedures: 

% SCORE = YOUR TOTAL POINTS / TOTAL POINTS POSSIBLE * 100 

Minor Grades:  50%   

Major Grades:  50% 

 

V. Attendance and Make-up Work Policy: 

District Attendance policy will be followed.  If it is necessary to leave the room at any time, 

please see Mrs. Huff for permission and a pass.  Students will be allowed to leave class two 

times per grading period, and they are required to sign out each time.   

 

Everyone will have one school day to complete the work he or she did not complete due to 

absence from class.  However, if the assignment due date was known prior to the absence 

(speeches, tests, etc.,) the assignment will be due UPON RETURN TO SCHOOL. 

 

VI. Required Class Materials 

 Each student will need the following items for success in this class. 

 

 1.  a folder with brads and pockets 

 2.  loose-leaf notebook paper 

 3.  pen/ pencil 

 4.  3x5 note cards with lines – needed after the 1st Grading Period. 

 5.  box of tissue 

 

 

*Parents and Students, please sign below indicating that you fully understand the requirements 

for this course and return this paper to class before Friday, August 23, 2019. 

 

 

_______________________     _______________________ 

Student Signature      Parent Signature 


