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TECH 3101 – SUPERVISION FOR THE WORKPLACE
Course Syllabus – Fall 2011

Individuals with disabilities who need to request accommodations should contact 
the Disability Services Coordinator, Student Center 255, 678-466-5445, disabilityservices@mail.clayton.edu. 
[bookmark: Course]Instructor Information:
[bookmark: Class]Name: 		Dr. Christie Burton
Office: 		T- 109B (Downstairs in Clayton Hall)
Office Hours:  	Mon & Wed: 	9-10:45 am; 12-2 pm Morrow campus
           		By appointment Tues 1-3 pm Fayette location

E-mail: 	Please use the GAView Email Feature for ALL emails.  GAView is the virtual classroom for this course so please use it for communications related to the course.  If you are unable to access GeorgiaView, use christieburton@clayton.edu.
Responses:	IMPORTANT:  I check course email once daily during the business week (M-F), with the goal of responding to you within 24 hours. Emails sent Fri-Sun will receive a response on Monday. 
Phone:  	678 466-4636 during office hours
Credit Hours: 3.0 semester credit hours (3-0-3)
Catalog Description:  Supervision has become a complex undertaking because of a growing body of law relating to employee rights, safety, and health; a national trend toward more conflict and tolerance in the work place; the persistent problems associated with substance abuse; and the demands from the public for ethical business practices. This survey course will provide knowledge and skills needed for managers, team leaders, coaches and administrators to be 
successful supervisors.

Course Prerequisites and Co-requisites: NONE

Class Meetings:  There are no on-campus meeting dates for this course.  This method of delivery allows students more flexibility than traditional lecture or hybrid online classes, but in exchange for flexibility, you have a greater responsibility to manage your time and your learning environment.  You will complete all of the coursework outside of the classroom.  The professor acts as facilitator and this class is primarily a self-managed learning environment.  Students should plan to spend a minimum of about 6 hours per week in this course inorder to be sucessful (equal to traditional on-campus meeting time plus additional time for study, assignments, etc.). This estimate depends upon your reading and comprehension speed, ease of communicating in writing, etc.

[bookmark: Text]Operation Study: At Clayton State University, we expect and support high motivation and academic achievement. Look for Operation Study activities and programs this semester that are designed to enhance your academic success such as study sessions, study breaks, workshops, and opportunities to earn Study Bucks (for use in the University Bookstore) and other items.
Textbook Information:  Effective Supervision: A Guidebook fo Supervisors, Team Leaders and Work Coaches by David L. Goetsch, 2002, Prentice Hall.
Computer Requirement:  Each CSU student is required to have ready access throughout the semester to a notebook computer that meets faculty-approved hardware and software requirements for the student's academic program. Students will sign a statement attesting to such access.  For further information on CSU's Official Notebook. Computers will be required to access course materials and to communicate with your instructor.  Additionally, students will be required to bring their laptops to class periodically.  
REQUIRED SOFTWARE:   
Needed to view video clips: Go to: http://www.adobe.com/.  Select and download Flash Player.   Also go to: http://www.apple.com/itunes/ . Select and download iTunes.

Computer Skill Prerequisites:	
1. Able to use the WindowsTM operating system 
1. Able to use Microsoft WordTM word processing 
1. Able to use a Web browser
1. You must have access to the Internet, either through the local area network on campus, or through an Internet Service Provider (ISP) of your choice (the costs for the ISP are your responsibility).  No excuses will be accepted for inability to access the Internet.
1. You must activate your CSU Student E-mail account.  For directions on activation, go to http://thehub.clayton.edu/email.shtml. 
1. Students are responsible for regularly checking their GeorgiaView & CSU student email.   
[bookmark: Outcomes]
Program Learning Outcomes:
· communication skills
· ethical decision making
· professional business acumen

Course Learning Outcomes:
· Understand the role of a leader in an organizational setting and clarify the qualities of an effective leader.
· Understand the importance of a manager providing strong leadership skills. 
· Review different styles of leadership and when they can be effective.
· Examine various environmental situations where different forms of supervision may be required.
· Understand personnel issues and processes, including staffing, training, appraisals and complaints.
· Understand a leader’s role concerning legal, ethical and quality issues.
· Integrate computer usage into management functions (using Internet searches and GeorgiaView).
· Apply concepts and knowledge from this course to specific experiences.
· Develop capacity for self-directed learning through the use of collaborative learning techniques and individual study.

Evaluation:
	Four Exams
(50 pts. each for exams 1, 2, 3; 90 pts. for final)
	240

	Research Paper 
	100

	Video Case Study
	50

	Quizzes (3)
	40

	Literature Search
	30

	Discussion Postings (2)
	20

	Writing Assignments (2)
	20

	TOTAL
	500


Grades:  
	
	Midterm Grade
	Final Grade

	A
	126-140 points
	450 to 500 points

	B
	112-125 points
	400 to 449 points

	C
	98-111 points
	350 to 399 points

	D
	84-111 points
	300 to 349 points

	F
	83 points and below
	299 points or below


[bookmark: Mid-term]No extra credit will be given. This course is designed with a wide variety of assignments and multiple opportunities for students to demonstrate mastery of course concepts for a grand total of 500 points. After much thought over the years, I have determined that it is much more beneficial for students to concentrate on the assigned components of the course rather than to focus on earning extra credit.
[bookmark: Schedule]Mid-term Progress Report:  The mid-term grade in this course, which will be issued between 9/20/11-10/4/11, reflects 140 points of the entire course grade.  Mid-term grade includes 40 points from quizzes (syllabus, quiz one & two), 50 points from exam one, 30 points from literature search assignment, 10 points from one discussion posting and 10 points from writing assignment one. Based on this grade, students may choose to withdraw from the course and receive a grade of “W.”  Students pursuing this option must fill out an official withdrawal form, available in the Office of the Registrar or online at http://adminservices.clayton.edu/registrar/,  by mid-term, which occurs on October 7, 2011.

[bookmark: Policies]TECH 3101 Schedule & Assignment Calendar
Fall Semester 2011
100% online

*Note that Monday begins the week and that Monday’s date is listed in first column.
**All submissions are due by 11:59 pm on the due date.
***Exams & quizzes cover previously assigned readings and video.
As dates are subject to change student should watch for any announcements on the course site.

	Week #
	Monday
Date
	Reading Assignments: Effective Supervision 
Video Viewing
	Quiz/Test 
Discussion Postings
Writing Assignments

	Week 1
	August 15
	
Read course materials on GAView homepage

Reading Assignment:
Ch. 1 (Leadership), Ch. 2 (Facilitating Change), 
Ch. 3 (Communication)

	
Roll Call: submit via GAView by 8/17/11 (failure to submit roll call results in NO SHOW/drop from course)

Syllabus Quiz due 8/17/11 (failure to submit roll call results in NO SHOW/drop from course)

Orientation Discussion Posting: Getting Acquainted due 8/19/11

	Week 2
	August 22
	Reading Assignment:
Transformational Leadership article on course site

	Discussion Posting #1 open 8/23-8/25


	Week 3
	August  29
	
	Quiz 1 open 8/29-8/30


	Week 4
	September 5
	Reading Assignment:
Ch. 4 (Ethics), Ch. 5 (Motivation),

	Exam 1 (Ch. 1-3) open 9/5-9/6


	Week 5
	September 12
	Reading Assignment:
Ch. 6 (Decision Making),Ch. 7 (Appraisals)

	Writing Assignment 1
Page 70: OJT Scenario 1 due 9/12

	Week 6
	September 19
	
	Quiz 2 due 9/19-9/20


	Week 7
	September 26
	
	Literature Search Assignment due in hard copy 9/27

	Week 8
	October 3

	Reading Assignment:
Ch. 8 (Complaints), Ch. 9 (Conflict)

	Exam 2 (Ch. 4-7) open 10/3-10/4

	Week 9
	October 10
	Reading Assignment:
Ch. 10 (Legal Issues), Ch. 11 (Training)

Select research paper topic
	Writing Assignment 2
Page 115: OJT Scenario 1 due 10/10

	Week 10
	October 17
	
Select topic/conduct research for paper

	Discussion Posting #2 open 10/18-10/20


	Week 11
	October 24
	
Conduct research for paper
	

	Week 12
	October 31
	Reading Assignment :
Ch 12 (Health & Safety), Ch. 13 (Staffing), 

Write first draft of paper
	Exam 3 (Ch. 8-11) open 10/31-11/1

	Week 13
	November   7
	Reading Assignment:
Ch. 14 (Total Quality), Ch. 15 (Team Building)

Watch White Mile Video Podcast 

Work on research paper
	Video Case Study 2 due 11/10

	Week 14
	November 14
	Work on research paper
	


	Week 15
	November 21
	
	Research paper due in hardcopy 11/21

	Week 16
	November 28
	
	Final Exam (Ch. 1-15) open 12/1


	
	December 5
	
	



Course Policies:
GAView Maintenance Schedule
Students are responsible for knowing and working around the posted maintenance schedule. This schedule can be found on the My GeorigaView site under the blue bar listing Campus Announcements. If planned maintenance conflicts with a due date, students should plan to submit their assignment or exam before maintenance begins so as not to miss a deadline. 
General Policy
Students must abide by policies in the Clayton State University Student Handbook and the Basic Undergraduate Student Responsibilities.
University Attendance Policy
Students are expected to attend and participate in every class meeting. Instructors establish specific policies relating to absences in their courses and communicate these policies to the students through the course syllabi. Individual instructors, based upon the nature of the course, determine what effect excused and unexcused absences have in determining grades and upon students’ ability to remain enrolled in their courses. The university reserves the right to determine that excessive absences, whether justified or not, are sufficient cause for institutional withdrawals or failing grades.
Course Attendance Policy
Attendance is expected for all class periods. For online courses, students are expected to access the GAView course site and complete assignments regularly, logging in at least as often as prescribed by the assignment calendar.


Writing Assistance

The Writers’ Studio 224 is located in the A&S building, room 224.  There you can talk with trained writing tutors about your writing projects.  They are available to work with you at any stage of your paper, from generating ideas to organizing your paper to understanding how to format it correctly.  The service is free; you may drop in and wait for a tutor or sign up for a regular appointment.  But remember: you, not your tutor, are ultimately responsible for the quality and content of the papers you submit.

   http://a-s.clayton.edu/english/Writers'%20Studio/index.html

Academic Dishonesty
Any type of activity that is considered dishonest by reasonable standards may constitute academic misconduct. The most common forms of academic misconduct are cheating and plagiarism.  All instances of academic dishonesty will result in a grade of zero for the work involved.  All instances of academic dishonesty will be reported to the Office of Student Life/Judicial Affairs.   Judicial procedures are described at http://adminservices.clayton.edu/judicial/. For online courses, students are expected to complete assessments without the aid of textbooks, notes or classmates.



Disruption of the Learning Environment
Behavior which disrupts the teaching–learning process during class activities will not be tolerated.  While a variety of behaviors can be disruptive in a classroom setting, more serious examples include belligerent, abusive, profane, and/or threatening behavior.  A student who fails to respond to reasonable faculty direction regarding classroom behavior and/or behavior while participating in classroom activities may be dismissed from class.  A student who is dismissed is entitled to due process and will be afforded such rights as soon as possible following dismissal.  If found in violation, a student may be administratively withdrawn and may receive a grade of WF. 

Audio and video recording of this course is not permitted except as an accommodation by
Disability Services and with prior approval by the instructor. Students are not permitted to use cell phones or play computer games during class time. 

A more detailed description of examples of disruptive behavior and appeal procedures is provided at:  http://a-s.clayton.edu/DisruptiveClassroomBehavior.htm

Participation Credit and Preparation for Class
Students must be present in class at the time of the activity and participate fully in the assigned exercise to receive class participation credit. It is expected that students will have completed the reading assignments before class and come prepared to apply what they have read. Students are responsible for completing and submitting the activity or sign-in sheet for class exercises. Students that do not submit their activity sheet when collected will not receive participation credit. For online courses, students are expected to log into the GAView course site regularly and complete assignments as scheduled. For online courses, students are expected to access the GAView course site and complete assignments regularly, logging in at least as often as prescribed by the assignment calendar.

Assessments
· All exams & quizzes are administered online through GeorgiaVIEW.  
· For assessment integrity and security purposes, the questions and answers will not be posted.  Please email me in GAView to make arrangements to discuss the answers and/or your score.  

Submission of Assignments
All assignments must be submitted electronically no later than 11:59 pm on the due date via the assignment drop box in GeorgiaView, unless otherwise noted (see literature search assignment and research paper, which are submitted in hardcopy format).  When submitting assignments, students should ensure their name, class title and semester are listed. Failure to do so may result in loss of credit for the assignment.  DO NOT SEND ASSIGNMENTS VIA E-MAIL.

Communication
All communication about assignments or other matters pertaining in to class will be sent to students using GerogiaView, either through the email function or as announcement on the course homepage. You should contact me through the GerogiaView email function regarding class matters. In the event that GeorgiaView is not working, I will use the CSU e-mail system. You are responsible for the contents in the emails sent by me to your CSU email account and GeorgiaView, as well as all information discussed in class.   Make sure you check your email in GeorgiaView and CSU regularly for updates and announcements.

Makeup and Late Work
	
· Assignments and Discussion Postings
Late work will not be accepted.  

· Quizzes: There are no make-ups for quizzes.

· Exams
During the period that an exam is open in GAView, if a student is unable to complete an exam due to technical problems, sudden illness, power failures or other difficulties of this type beyond the student’s control, the student may be able eligible to make-up the exam provided he/she contacts the instructor within 2 calendar days of the original exam date. The make-up exam will be an alternate, essay-type pencil-and-paper test proctored by the instructor on campus. There are two makeup dates for the semester:  10/3 and 11/21 from 4-6:30 pm. 

Failure to contact the instructor within 2 calendar days will result in loss of opportunity to take the exam and a grade of zero. Only one exam may be made-up per semester and failure to attend the scheduled make-up appointment will result in a zero. There is no makeup for the final exam.





Grades and Feedback 
Students can access their grades under the “My Grades” function on the toolbar.  My goal is to have grades posted within 1-2 weeks after the due date. Please check your grades often and contact me if you have questions. 

Other
	
Students will be issued a Classroom Performance System (CPS) remote device to be used during classroom instruction.   Each student is responsible for properly handling the device while in his/her possession, and for returning it to the instructor at the end of class.  Failure to do so will result in the student being financially responsible for replacing the remote.

Important Dates:
Graduation Application Deadlines:		Withdrawal Without Academic Accountability: 
Fall Semester - June 1		Midterm Semester – March 5th  
Spring Semester - September 15	 
Summer Semester - January 29	
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