College of Management Syllabus Guide

The following information should be included in your syllabus.  An attached hardcopy sample syllabus follows to highlight the needed information and is available in an electronic format (please contact your support person) to aid you in your syllabus development.  Please note that this is a sample and you should tailor the format and information to represent your course and policies.

Basic Information:

1. University Name

2. Course Title

3. Course and Section Number

4. Term & Year

5. Instructor Name

6. Instructor Contact Information – phone, fax, email, best time to contact

Course Information
7. Required Text and Reading Materials

8. Course Prerequisites – list prereq courses and/or skills needed

9. Course Description – obtained from the University catalog

10. Course Objectives or Outcomes

11. Course Methods – nature of the course and the pedagogy employed (e.g. writing intensive, special projects, group work, case method)

12. Evaluation Criteria/Assignments - Include the number and nature of the assignments required, due dates, and the weighting of each assignment relative to the final, overall grade (evaluation)

13. Grading Scale – What percentage (or number of points) of the total points constitutes an A, B, C, D, F  or Competence/No Competence

14. Course Policies – Attendance, Participation, Student Effort, Late Assignments, Missed Exams, Granting an Incomplete, Students with Learning Disabilities, Plagiarism/Academic Dishonesty, Student Behaviors
**  Indicate your expectations as well as what will happen if your expectations are not met.

15. Course Outline - Class-by-class schedule including material covered and any assignments due

Metropolitan State University

MANAGEMENT PRINCIPLES AND PRACTICES (Mgmt 310-05)

SUMMER 2003 

Tuesdays 6:00 - 9:20pm– ARCC Campus

May 13, 27; June 10, 24; July 8, 22; Aug 5

 

	Instructor:
	Jane John

	Instructor's Phone and E-mail:
	612-555-5555 (office)

612-555-3456 (fax) Attn: Jane John 

XXX@metrostate.edu

	Mailing Address:
	Metropolitan State University

730 Hennepin Avenue

Minneapolis, MN 55403-1897

	Availability:


	If you are unable to reach me in person, leave a message and I will return the call.  If desired, we can meet in person at a time that is convenient for both of us.

(or could include best time to reach me)


 

FREE Resources:
1. Computer Centers in Minneapolis (612.659.7245), St. Paul (651.793.1245) and Midway (651.999.5845).  Metro State students have access to numerous software packages, an E-mail account, surfing the Web and installing Remote Access on their home computers.  .  
2. Writing Center – To make an appointment or to inquire about the center’s services, call 651.793.1460 or email centerfolk@metrostate.edu.  The Writing Center is very helpful and student centered.

3. Library Services – are available at Minneapolis, Midway or St. Paul Academic Computer Centers.  Call the Library Services Desk at 651.793.1616 for specific information on hours and free workshops being offered throughout the term.
 

Course Information:

Text: The course text is Management, 6th Edition, by Richard Daft, published by Dryden.

Prerequisites: 

1. If applicable, list specific required courses  
2. Ability to use e-mail and Internet.

3.   E-mail account and access to the Web

4.  Ability and commitment to use updated virus scanning software for all files you send and receive.

5. Writing skills at the Intermediate Writing level or above (as determined by diagnostic testing or successful completion of Intermediate Writing or its equivalent).  

Course Description: This course examines the historical and philosophical roots of management, as well as current management theory and practices. The critical success factors leading to effective managerial performance include the roles of planner, decision-maker, organizer, leader, motivator, controller, and manager of a diverse workforce in a changing environment are identified and evaluated.
 

Course Objectives: The following general objectives reflect the intended outcomes for the course. The extent to which you demonstrate those objectives will, of course, depend on the effort and time you put into mastering the course content and skills. 
        Understand and apply the concepts, functions, and philosophies of management, including historical views and current theories 

        Understand and apply a quality perspective to management 

        Understand the critical factors for successful management practice 

        Understand the environmental factors (e.g., diverse workforce, global economy, technology) affecting organizations and management today 

        Demonstrate use of Web sources of information. 

        Demonstrate analytical, decision-making and problem-solving skills 

 

Course Methods: A variety of methods will be used to facilitate learning about management including small group discussions, online discussion questions, presentations, guest speakers, lecture, assigned readings, videos, case studies, take-home exams, web sites and exercises.  This section is a combination of internet and classroom interaction.  Expect this to be a very real world application-oriented course.  You will be expected to participate regularly in online discussions and meet assignment deadlines.

 

 

Overview of Assignments: 

Possible Points
Your Points
	Quiz/Exam 1 
	10 points
	 

	Quiz/Exam 2 
	10 points
	 

	Quiz/Exam 3 
	10 points
	 

	Quiz/Exam 4 
	10 points
	 

	Paper
	25 points
	 

	Paper Critique
	5 points
	 

	Presentation of Paper Option
	10 points
	 

	Online Discussion Questions 
	20 points
	 

	Total
	100 points
	 

	Classroom Participation & Attendance
	Required
	 (See Policy Section)


 

Quiz/Exam(s):  Take-Home Quiz/Exams often consist of essay questions.  I will be asking you to take the concepts and use them to explain and critique events, processes and procedures that will rely on company Web sites, your own organization, examples of organizations in your readings, and/or family.  

 

Paper: You will need to choose a paper option early into the semester.  The final paper should be 7-10 pages and address the elements outlined in the rubric depending on your paper option. Your choices for the paper option are:

1.       Wall Street Journal option

2.       Internet option

3.       Manager Interview option

4.       Management Incident Journal option

 

The paper options are described in detail later in this document.  See the Paper Writing Tips for specific directions about formatting your paper.  

 

Paper Critique: You will be part of a small group ranging from two to five people (preferably three) doing the same paper option for the purpose of critiquing each other's paper.  This is an opportunity to be supportive to your classmates, and to be supported by your classmates.  A one to two page summary using the rubric outline is required.  You will submit the critique you did for your partner by uploading it under assignments.  Be on time with your feedback.  See the handout on Writing Groups for specific directions.

 

Presentation of Paper Option: Your presentation on your paper option should include good organization, overheads and/or handouts, effective use of hand and eye contact, and staying within the five minute time limit. In the presentation, the student should provide a brief introduction followed by two or three main points that were learned, and any ah ahs… that your fellow classmates could benefit from.  Visuals are strongly suggested to highlight the main points.  Creativity will count toward the final evaluation.  Time over-runs will count against the final evaluation. A presentation evaluation sheet is attached.  

 

Online Discussions: You are required to submit many of your assignments online and regularly check in to participate in discussions questions.  The purpose of online discussion questions is to facilitate interaction and learning from each other.  You and your fellow classmates are responsible for reading and responding to each other’s comments, building on each other’s ideas, and correcting each other’s mistakes.  Refer to Online Discussion Group Guidelines.  As the instructor, I will start the discussion, interact as I see appropriate and grade the discussion.  I will be more of an observant rather than a participant in the discussion.  However, I will be reading your discussions often and responding to individuals on a regular basis.  

 

Homepage:  You can earn up to 5 extra credit points by completing a homepage to introduce yourself online.  The purpose is to build community and get acquainted with each other.  Share anything that you feel comfortable sharing with the whole group.  Some examples include a picture of their dog, a link to one’s employment on the web, family demographics, favorite hobbies and interests, why are you taking this course, etc.  

 

Grading Scale: You will receive either a letter grade or a pass/no credit depending upon the option you selected at registration.  All grades will be posted on the Web site so you will be able to track your status.  You will see only your grade, but you can also access limited statistics that permit comparison to class performance.  Final grades will be posted one week after the end of the course.  Grades and evaluations will be determined as follows:

 

	90-100 points
	A- to A 
Excellent

	80-89 points
	B- to B+
Good

	70-79 points
	C- to C+
Adequate

	60-69 points
	D 
Partially Adequate

	<60 points
	F 
No Competence


Students earning below 60 points will not pass the course!

 

 

Policies:

Classroom Participation & Attendance Required: This is a class that is presented in a reduced seat time format that is web enhanced in an effort to meet student needs for increased flexibility.  Instead of meeting once a week for fifteen weeks, the class meets eight times for the semester.  Attendance and active participation in the various classroom activities are essential.  Of course, work, illness, or other commitments may interfere with class attendance, but this interference should be kept at a minimum.  Due to the participatory nature of this course, you may not earn competence if you miss more than one (1) session.  If you are absent from a session, you must make arrangements to obtain notes from another student – instructors’ notes are not available.   Chronic tardiness will also be penalized.  
Student Effort: The Saturday weekend course meets eight times, instead of once a week, for fifteen weeks in a semester.  The reduced seat time in the classroom will result in you working more on your own outside the class.  Guidelines from Metro State’s accrediting organization call for 3-4 hours of outside study and prep time for every hour spent in class.  You will want to plan to spend about 9-12 hours per week reading and preparing for class assignments; however, that can vary week to week depending on assignments and your previous experience.  All students are expected to be prepared to discuss readings and any assignments.  
Late Assignments:  Assignments are expected on the date due.  No make-up work will be accepted later than one week following the due date and will be penalized 20% of the possible points.  Exceptions can only be made by prior arrangement with the instructor.  NO points will be given for an assignment once it has been reviewed in class.

Missed Exams:  Make-up exams will be given only in extenuating circumstances.   The student must notify the instructor prior to the start of the exam.  Make-up exams must be completed within one week of the originally scheduled exam.
Incomplete:  Incompletes must be arranged with me prior to the last day of class.  An incomplete is only possible if the student has satisfactorily completed and delivered 75% of the course and is a student in good standing in the course.  “Good standing” means the student is earning a passing grade (C or better) and has attended class regularly.  The instructor reserves the right to refuse a request for an incomplete 

 

Learning Disabilities: Students requesting accommodations for disabilities must register with the Disabilities and Special Services office (651.793.1540) as early as possible.  If you have a documented learning disability, or if you suspect you have a learning disability which may impact your opportunity to succeed in this course, call the Office for Students with Disabilities right away so that you can explore possible ways to reasonably accommodate your learning style.

Academic Integrity: The University does not accept knowingly copying the work of others without attribution (plagiarism), or colluding with other students to share answers unless permitted by the instructor (e.g. group project).  At my discretion, the consequence of these activities may include failure for the assignment, failure for the entire course, and/or notification sent to student’s advisor and the Dean of Student Affairs.  
Unacceptable student behaviors:

Sleeping/daydreaming during class.

Chronic tardiness.  Be here when class starts!

Reading/working on materials that are extraneous to the course.

Prematurely packing up your books and bags, etc. before class has ended. 

Chatting with your classmates during lecture.

Checking your cell phones or other electronic devices.  All cell phones must be turned off.

Course Outline

The following schedule is tentative and may be modified as the class progresses.  Changes will be announced in class.  If you are not present, it is your responsibility to obtain the assignment from another student and to be prepared for the next class.

	Date
	Description

 

	Jan 20
	Last day to drop the course on the web and request a refund

Complete “Open Me First” online - The purpose is to get you familiar with the web site and self-assess if this format is right for you.

Review Syllabus

Design your own homepage to introduce yourself



	Jan 25

Class
	Read Chapters 1, 2, 3 & 5

Skim Chapters 4 & 6

Introduction to Management and the Environment



	Feb 2
	01 Discussion Question Due

Quiz/Exam 1 Due 



	Feb 8

Class
	Read Chapters 7, 8, & 9
Planning

 

	Feb 16
	02 Discussion Question Due

 

	Feb 22

Class
	Read Chapters 10, 11, 12, 13 & 14

Organizing

 

	Mar 2
	Quiz/Exam 2 Due

 

	Mar 8

Class
	Read Chapters 15, 16 & 17
Leading

 

	Mar 16
	03 Discussion Question Due

 

	Mar 22

Class
	Read Chapters 18 & 19

Leading (continued) 

 

	Mar. 30
	Quiz/Exam 3 Due

 

	April 5

Class
	Read Chapters 20, 21 & 22

Controlling

 

	April 13
	04 Discussion Question Due

 

	April 19

Class
	Presentations – for those who might be ready

Review

 

	April 27
	Quiz/Exam 4 Due

Critique Done for Partner & Sent to Instructor

 

	May 3

Class
	Presentations

Final Paper Due to Instructor
 


